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PREFACE 


The purpose of this report is to document Phase II - Project Definition of the 
Legislative Council Needs Assessment Project. The documentation provides both 
the Legislative Council management and Information Systems Division management 
with information on which to base planning and budgetary decisions for the 
future of the project. In addition, as an archival document, this report will 
provide historical documentation for Phase II of the project. 


The information presented in this report includes a statement of the scope and 
objectives of the project; a definition of project responsibilities; an overview 
of the Legislative Council organization and its key functions; a functional 
overview of the Requirements of Legislative Council systems; a preliminary 
feasibility recommendation in terms of business criticality, budget and time 


constraints, and anticipated benefits; and a work plan for Phase III - Requirements 
Definition. 


This report represents the objective views of the individual performing the 
analysis and preparing the report, and is based on information provided by 
- Legislative Council personnel. 





ACKNOWLEDGMENTS 


Recognition is given to the following individuals for their contributions to the | 
completion of Phase II - Project Definition and the development and preparation 
of this report. \\ 


Legislative Council 


Roberta Moody, Director, Legislative Services Division 
Valeri Hanson, Senior Data Operator 
Marilynn Novak, Senior Terminal Operator 


Information Systems Division 


Mary Culver, Systems Analyst 

Brian McCullough, Management Analyst 
Sherie Grace, Secretary II 

Salena Beckwith, Composer Operator I 


ii 





LEGISLATIVE COUNCIL NEEDS ASSESSMENT PROJE 


EXECUTIVE SUMMARY 


The Legislative Council Needs Assessment project originated in response to a 
request from Diana S. Dowling, Executive Director of the Legislative Council. 
The request was that Information Systems Division (ISD) perform the first two 
Phases within the planning cycle of ISD project management for the Legislative 
Council, with emphasis on the Council's present word processing/text editing 
system, ALTER. 


The scope and objectives of the project were developed by Council staff and the 
assigned ISD analyst working as a project team through Phases I and II. The 
primary objectives are to provide effective word processing/text editing capa- 
bilities and management information to the Council. The scope encompasses 
definition of the Council's requirements for word processing/text editing capa- 
bilities, cost accounting and projection, and staff resource management. A 
secondary objective is to assess ALTER capabilities in relation to the Council's 
defined word processing/text editing requirements. 


Continuation of the project into Phase III - Requirements Definition - appears 
feasible and desirable if the Phase is completed before November, 1980. Com- 
pletion of Phase III within the next seven months would provide the Council with 
an assessment of the ALTER capability as well as the basis for assessing the 
capability of any other vendor's system to meet the Council's requirements, 
determining whether an automated or manual staff resource management system is 
indicated, increasing the effectiveness of cost accounting and projection capa- 
bilities, and for preparing a proposed budget allocation for continuation of the 
project should that be desirable. 


The projected cost of continuing the project into Phase III is $16,000. This 
represents an estimated 108.5 man-days of ISD staff resource time to complete 
the phase. ISD services will include definition of the requirements, evaluation 
of the ALTER system, projected costs of project continuation, and a Requirements 
Definition report. Legislative Council staff would be actively involved in 
completion of the Phase. 
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PROJECT SCOPE AND OBJECTIVES | 


The purpose of this section is to define the scope ard objectives of the 
Legislative Courcil Needs Assessment project. The scope and objectives stated 
in Phase I - Customer Request and Evaluation - have been further refined as a 


result of the analysis completed in Phase II. 


The refined scope and objectives are presented on the following page, along with | 
a statement of the original customer request. : 





STATEMENT OF CUSTOMER REQUEST 


On September 12, 1979, Troy McGee, Administrator of the Information Systems 
Division (ISD), received a letter from Diana S. Dowling, Executive Director of 
the Montana Legislative Council. The letter was a request that ISD perform a 
Phase I and II study of the Legislative Council with emphasis on its present 
computer system. 


OBJECTIVES 


The objectives of the Legislative Council Needs Assessment project are to effec- 
tively provide word processing/text editing capabilities and management infor- 
mation to the Legislative Council. 


Secondary objectives are to assess the effectiven2ss of the currently used ALTER 
System in meeting the werd processing/text editing requirements of the Legislative 
Council, and to establish the basis for evaluating the word processing/ text 
editing capabilities of alternate vendors. 


SCORES. 


The scope of the project includes definition of tne word processing/text editing 
requirements of the Council, the cost accounting and projection requiremerts of 
the Council's Accounting Services Division, and the staff resource management 
requirements of Council management. 
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PROJECT ORGANIZATIONAL STRUCTURE 


The project organizational structure defined in this section was established to 
provide the optimum project organization for the Legislative Council Needs 
Assessment project. | 


should cause minimal disruption to the daily operations of the organization. 





The following pages provide a project organizational chart and narratives which | 
identify individual assignments and functional responsibilities within the 
organizational structure. 
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DEFINITION OF RESPONSIBILITIES 


Project Manager 


The Project Manager has overall responsibility for the Legislative Council Needs 
Assessment Project and also establishes the commitment to the project and directs 











the entire effort. The responsibility of the Project Manager includes the 
assignment of appropriate personnel to allow completion of project tasks within 4 
the time limits established. The review and ultimate approval of each initial : 
phase, as well as the final product, will be performed by the Project Manager. 
Roberta Moody, Director of the Legislative Services Division, will function in 
this capacity. 


ISD Support 


The responsibilities of the ISD Support function include the assimilation of 
information provided by the Project Manager and Project Team Members into the 
Project Definition Report in Phase II and the Requirements Definition Report in 
Phase III. In the initial phases of the project, ISD Support will be provided 


by the Project Analyst, Sib Clack, Management Analyst of the Systems Design 
Bureau. 


If the project continues beyond Phase III, ISD Support will be responsible for 
the design of any system(s) proposed as a result of the Requirements Definition. 
Coordination of the technical and operational support provided by the Computer 
Services Division (CSD) will be another responsibility of ISD Support. 


Project Team 


The responsibilities of this group include consultation, review of the work 
produced in the various tasks, and identification of the appropriate staff 
members that will be required to support specific needs of the project. 
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The Legislative Council Division Directors are responsible for insuring that the 
objectives and activities of their respective Divisions are appropriately con- 
sidered and represented within the project. During the initial phases of the 
project, they are responsible for providing information to complete Phase II and 


for identifying the requirements during Phase III. 
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CUSTOMER ORGANIZATIONAL OVERVIEW 


This section of the project definition report defines the organizational struc- 
ture, the major objectives, the functions, and problems of the Legislative 
Council. 





An organizational chart appears on the following page. Following the chart is 
an overview of the objectives, functions, and problems of the Divisions of the 
Council and of the Executive Director/Code Commissioner. 
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The Montana Legislative Council is composed of four members chosen from the 
House of Representatives and four members chosen from the Senate. The statutory 
authority for the Council is provided in the Montana Code Annotated, Title l, 
Chapter 11, and Title 5, Chapters 5, 6, and 11. The Council has statutory 
responsibility for the administration of the Council staff. This project will 








be concerned only with the responsibilities, objectives, and functions of that | 
Council staff. For the purposes of the project, the use of the phrase, Legislati 
Council, will refer to the Council staff and not to members of the Council. | 


The Legislative Council is a permanent agency whose primary objectives are to 
provide non-partisan support services for the legislative process and to provide | 
information to the public on legislative matters. These objectives are relevant 
during both the biennial sessions of the Legislature and the interim periods. 
The services include: generation of specific and general research and reference | 
material for bill drafting and for public information; creation and production 
of draft legislation; provision of legal and support staff for legislative 
committees; preparation of legislative and staff reports; publication and up- 
dating of the Montana Code Annotated (MCA); and provision of accounting and 
budgetary services for the House, Senate, and Legislative Council. 


The current Executive Director of the Legislative Council also serves as Montana! 
Code Commissioner. Therefore, Code Commissioner responsibilities are included 
with Executive Director activities in this project. 





In addition to the Executive Director/Code Commissioner functions, the Council 
is divided into Divisions: Research and Reference Services, Legal Services, 
Legislative Services, and Accounting Services. During each biennial session, 
the Print Room, Bill Distribution Center, and Public Information Office are 
added to the Council to provide critical support functions to the Legislature. 
The Council's objectives, functions, and problems are summarized in the followin 
section. Administrative support staff functions are included as they relate to. 
the activities of the Divisions and to those of the Executive Director/Code 
Commissioner. 
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EXECUTIVE DIRECTOR/CODE COMMISSIONER 

Introduction 

The activities of the Executive Director/Ccode Commissioner are supported by 
administrative staff and the Divisions of the Council. The functions performed 
by the administrative support staff are included in this section. The specific 
objectives, functions, and problems of the Divisions are considered separately. 
Objectives 


The major objectives of the Executive Director/Code Commissioner are to provide: 


Administrative support services to the Legislative Council and the 
Montane Legislature. 


Management and executive support of Legislative Council staff. 


Execution of Code Commissioner responsibilities. 


Functions 


Administrative support services to the Legislative Council and the Legislature 
involve a variety of functions throughout the biennium. These services facil- 
itate legislative and council functioning and ensure production of legislative 
publications. 


Pre-session. The following services are primarily directed toward preparing 


legislators for session and preparing support services for operation: 


Arrangements are made for the post-election caucus prior to session 
and information on legislators' preferences for assignment to standing 
committees is prepared for the leadership. 

Legislators are assisted in obtaining housing for the duration of the 
session. 
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The Executive Director writes amendments to the Simple and Joint Rules 
under the direction of the Joint Rules Committee of the Legislature. 
Division staff process the amendments as any bill or resolution is 
processed. The rules are then prepared for distribution to the 
legislators on the first session day. 


Orientation and Leadership meetings are arranged and staff support 





provided. 

Applications for the Legislative Intern program are assembled and 
prepared for Council review and selection. 

Applications for session employees are prepared for submission to the 
Administrative Committees of the House and the Senate. 

Bill Distribution Center, Public Information Office, and Print Room 
employees are approved. . 

Purchase of equipment and maintenance of the House and Senate roll 
call and sound systems are arranged. 


Management requisitions equipment, furniture, supplies, and forms. 


An additional function during the pre-session is preparation of the budgets of 


the Legislature and Council for submission to the Legislative Appropriation 
Committee. 


Session. The basic function during the session is coordination of Legislative 
Council services with legislators, their attaches, other legislative offices, 
the public, and relevant State agencies. Information for assignment of legis- 
lators to permanent committees is prepared and forwarded to the appropriate 
appointing authorities. The Executive Director staffs the Joint Rules Committee | 
and attends all meetings of the Joint Legislative Administration Committee. | 





Interim. Functions performed following the session and throughout the interim 


are primarily directed toward assisting interim activity of legislators and 
preparing for the next session. These functions include: 


Legislators are polled for their preferences for interim study and 
assignment and the results are prepared for the Legislative Council's | 
prioritizing of studies and assignment of legislators to them. 


Combined Final Status, Laws of Montana (Session Laws), Journals, and 
"An Introduction to the Legislative Council" are published and dis- 
tributed appropriately. 

Special projects, such as publication of the proceedings of the 
Constitutional Convention, are performed as directed by the Legis- 


lature or by the Council. 


This area of the Council also acts a liaison for the Council with national 
legislative committees and organizations, such as the Council of State 
Governments and the National Conference of State Legislatures. 


Management and executive support of Legislative Council staff includes providing 


direction of staff efforts and assistance in performing their functions. 


Pre-session. Staff from the Research and Reference Services and the Legal 


Services Division are assicned to standing committees. 


session. The primary function during the session is to coordinate Legislative 
Council staff in their bill drafting, bill processing, daily document production, 
committee work, and business support services for the Legislature. 


Interim. The primary focus of interim management is the support of interim 
committees. Staff are assigned to the interim committees established by the 
Legislative Council and to seven permanent committees. Management also consults 
with Accounting Services and the other Divisions on preparation of budgets for 


the next biennium. In addition, management oversees any special projects. 


Execution of Code Commissioner responsibilities involves supervision of the con- 


tinuing recodification and annotation of the Montana Code Annotated (MCA), and 
of the preparation of Code Commissioner bills and "The Official Report of the 
Montana Code Commissioner - (year)". 


Pre-session. The major activity at this time is review and approval of the Code 
Commissioner's bills prepared by the Legal Services Division. 
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Session. The Code Commissioner presents the Code Commissioner bills to the 


Legislature. 


Interim. Between biennial sessions, the Code Commissioner reviews and approves 
the Legal Services Division's continuous recodification and annotation of the 
MCA and preparation of its indexes. Direction is given for the preparation, 
publication, and distribution of the Legislative Review and the MCA and its 








indexes to MCA subscribers. Receiving, billing, rebilling and accounting for 
approximately $250,000 income from MCA sales occupies much of the support 
staff's time for at least six months every other year. 


Problems 


The major problems in directing the functioning of the Council and in accom- 
plishing its objectives are related to the nature of the 90-day biennial legis- 
lative session and to the geographic location of software, equipment, and 
publishing vendors. Other problems relate to the physical housing of the 
Council and the amount of manual effort involved in distributing the MCA. 


The 90-day biennial legislative session generates deadline, workload, and staffil 
problems. The nature of the work generated by the 90-day biennial session 


requires that highly qualified personnel with appropriate experience must be 
hired for a maximum of seven months every two years. This creates a staffing 
problem of considerable magnitude. Orientation and training of inexperienced 


personnel is carried out as the work is done, thereby reducing efficiency and 
productivity. 











An additional problem is the efficient utilization of the Council's available 

secretarial resources. The session workload necessitates pooling of secretaries | 
who customarily work in separate Divisions of the Council. Additional secretari¢ 
are often required to accomplish the workload generated by the session. Priorial 


tization and assignment of the work that must be done has not always been 
consistent. 
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Immediately following elections, arrangements for the pre-session caucus must be 
made. By law, the caucus must be held before December 1 of the election year. 
To meet this deadline, election results must be received as quickly as possible, 


even before the final canvass of votes is complete. This has caused errors to be 
made in the caucus notification process. 


Vendor problems affect efficiency of operation. The software vendor of the roll 
call system in the Senate is located in Virginia. The software vendor of the 
roll call system in the House is located in South Dakota. The Automated Legal 
Text Entry and Revision (ALTER) system vendor is in Wisconsin. Although printing 
1s currently contracted in-State, there are no binding companies in Montana. 

The 1979 Session Laws binder was in Utah. Therefore, system breakdowns require 
inordinate amounts of time to correct, and distribution of publications is 
delayed. 


In particular, the desired distribution date for the MCA of July 1 - the effective 
date of most legislation following each session - is not currently attainable. 
Final text preparation cannot begin until all legislation is signed by the 
Governor within 25 days of session adjournment. This allows a text preparation, 
printing and distribution period of no more than one and a half months from 
Signing until July 1. The printer alone requires sixty days. (The 1979 edition 


of the MCA was not distributed until December of that year.) Preparing text for 


printing under such time constraints inevitably causes errors that would not 
otherwise be made. 


Substantial ALTER vendor problems are experienced as a result of the complexity 
of the software system, the vendor's geographic distance from the Council and 

the vendor's inability to meet timeliness requirements of the Council for camera- 
ready copy of products to be commercially printed, microfiche of the latest 
version of the MCA, and provision of a "searchable" SIRS data base. 


An additional problem is the physical housing of the Council. There is limited 
office and storage space available. This particularly affects the accommodation 
or extra session employees and the storage of the publications that must be 
maintained by the Council and distributed from that location. 
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Mailing of the MCA involves a large amount of administrative support staff and 
Legislative Services staff time when the latest edition of the code is ready for 
distribution. Over 2,500 sets of the fifteen-volume code are mailed or distribute 
This means that more than 37,500 volumes are manually packaged, invoices are | 
typed, mailing labels affixed and packages moved to collection sites by Council 
Staff. The only automated process involved is the production of labels from the 
permanent subscriber list by the ALTER system. 
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RESEARCH AND REFERENCE SERVICES DIVISION 
Objectives 


The primary objectives of the Research and Reference Services Division are to 
provide the Legislature with: 


General and specific reference information and to generate research 
applicable to the development and change of legislative policy. 

Draft legislation. 

Committee staffing and support services. 

A point of reference for the public and for local, State, and federal 
governmental entities on legislative questions. 


These objectives determine the Division's functions during both the biennial 
legislative session and the interim. 


Functions 


The Research and Reference Services Division provides requested reference material 
and produces research documents to assist legislators in creating and amending 
legislation. Substantial research and reference information is obtained by the 
Division's Legislative Researchers through review of relevant documents, public 
hearings, interviews and correspondence with State officials, private citizens, 
relevant associations and organizations, legislative councils of other states, 

and through contact with federal agencies. The Division maintains a reference 


other legislative offices. The librarian maintains research and reference 
records, performs spot research, arranges interlibrary loans, assists in forming 
bibliographies, maintains a clipping file from State newspapers, and obtains 
requested information for the library. 


The Division provides staff for legislative committees during both the 90-day 
biennial session and the interim. The Legislative Researcher(s) assigned to 


| 

| 

| 

) 

| 

| 

| library staffed with a librarian who assists the legislators, Council staff, and 
| 

each committee provides relevant research and reference material, arranges all 
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( details of the committee meetings and hearings, and conducts interviews with 
appropriate resource people. The staff prepare documents to transmit and 
implement committee recommendations and produce the committee's final report. 
The final report defines the problem addressed, integrates the information 
obtained throughout the committee's functioning, presents the facts that were 
considered, and documents the rationale for the committee's recommended solution 





to the problem. The final report includes the bills and/or resolutions drafted 

to implement the recommendation of the committee. The staff will draft legis- 
lation for the committee in consultation with attorneys from the Legal Services | 
Division. During the session, Division staff also draft resolutions for estab- | 
lishment of interim commmittees on issues requiring further study before legis- | 
lation can be adopted. 


The Research and Reference Services Division also serves as the informational 








liaison between the Legislature and the general public, other State agencies, 
local governments, federal agencies, and legislative organizations. The Legis- 

( lative Council has been designated as Montana's member of the Council of State 
Governments, a national council designed to promote inter-state cooperation. 
The Research and Reference Services Division actively participates in Sharing 
legislative information with its counterparts in other states. The reference 
librarian is particularly involved with this function. 


The Division also distributes a monthly publication called "The Interim" which 
provides a summary of interim activities of Legislative committees. It is 

distributed to each Montana legislator and to heads of executive branch agencies 
A limited number of Subscriptions are also available upon request. A Directory | 
of Interim Committees is also produced each biennium showing all organized | 
interim activities of the Legislature. 





|} Problems 


The major problem experienced by the Research and Reference Services Division is 


largely attributable to the cyclical nature of the workload generated by the 


( 90-day biennial session. There are tremendous demands on the research and 


reference capabilities of the staff beginning immediately following State 


elections and continuing through adjournment of the legislature. Committee 
staffing, research, and bill drafting activities are conducted within the limit 
of the session. Additional demands are placed on the Division's informational 
services by other State agencies and by the public during the session as well. 
Six-day work weeks with considerable amounts of overtime are necessary to 
accomplish the work. | 


Document production needs put heavy demands on the Division's clerical staff and 
on the Legislative Services Division of the Council. Documents produced include 
staff reports, committee minutes, and general Division correspondence. A 
Lexitron VT 1303 text processor is now used to produce the reports for the 
committees that were often previously produced using the ALTER System of the 
Legislative Services Division. This equipment has improved the editing and 
revision capabilities of the staff but has also produced a lengthening of the 
editing process. In addition, inefficient use of the equipment's diskette 
storage, especially maintaining organization of the information recorded on each 


diskette, seems to be limiting the use of the text manipulation potential of the 
equipment. 


The nature of some informational and research requests received by the Division 
occasionally causes disruption of staff activities. Requests. from legislators 
are honored without Council membership approval if they represent less than two 
days of staff time to complete. However, requests from the public and other 
agencies are not always relevant to the specific expertise of the Division and 
may require more staff time to complete than is compatible with Division prior- 


ities. At times a problem is created if numerous follow-up requests are made 
for additional information. 
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LEGAL SERVICES DIVISION 








Objectives 


The major objectives of the Legal Services Division are to provide: 





Legal counsel and bill drafting services to legislators. 
Legal services for the code commissioner. 

Indirect services to interim committees. 

Informational resource on specific legal questions. 


Functions 


Legal counsel and bill drafting services to legislators include provision of 
legal support through assignment of staff attorneys to legislative standing 





committees. Drafting legislation at the request of legislators is performed 


honored from holdover senators and from legislators who are running unopposed. 
The Legal Services Division staff is solely responsible for staffing the perm- 
anent Administrative Code Committee. The staff review rules in their areas of 


expertise, provide legal counsel, and prepare the committee's biennial report. 


Legal support services to Legislative Researchers during the interim takes the | 
form of consultation by Division staff attorneys during development of draft | 


legislation and first review of bill drafts. Staff attorneys also provide 


consultation on legal questions in general. This represents a direct service te 





the Research and Reference Services Division and an indirect service to jpcening 
Study and oversight committees. 


Legal services for the Code Commissioner include preparation of draft legisla- | 
tion and reports required by statute under the duties of the Code Commissioner 


(MCA Title 1, Chapter 11). The Legal Services Division completed the recodifi-| 
cation of the 1947 Revised Codes of Montana (RCM) in September, 1978, and the 
Montana Code Annotated (MCA) was then adopted by Senate Bill 1, effective 
January 10, 1979. The Code Commissioner is responsible for the continuing 


during legislative sessions. During the interim, requests for bill drafting are 
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recodification and annotation of MCA. Legal Services Division staff perform the 
following four functions for the Commissioner: 


An update of MCA which follows each session and involves assigning 
appropriate code numbers to new legislation, incorporating legislative 
amendments to existing sections, making other changes necessitated by 
the foregoing (e.g. adjusting chapter and part names). It also 
involves creating a composite section when there have been two or more 


amendments to the same section, and updating the indexes of the code. 


Annotations to the Code which include: case notes from State and 

federal court decisions relating to the subject matter of the code; 

summaries of Montana Attorney General opinions; references to 

Administrative Rules; references to Law Review articles; collateral 

references to other publications; cross-references within the code; 
| commission notes; and compiler's comments. 


| Code Commissioner bills which are drafted for submission to the 
Legislative Council immediately preceding each legislative session. 
They propose to eliminate archaic, outdated, redundant or duplicate 
laws and wording within laws and to correct and clarify existing laws. 


The "Official Report of the Code Commissioner (year)" which is prepared 
for the Legislature and lists all changes made without specific 
Legislative action during the continuous recodification since the last 
report to the Legislature. 


During the interim, the bulk of the Legal Services Division's efforts are con- 
cerned with providing these services for the Code Commissioner. 


Informational resource functions of the Division involve responding to questions 
about State laws and administrative rules. The specialized knowledge of the 
Division includes recodification and annotation processes, bill drafting and 


legislative process, standing committee staff expertise, and research into the 
history of specific laws. Questions are received from the general public, 
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Montana legislators, other legislative offices both in-State and out, State 
agencies, and local and federal governmental entities. The Legal Services 
Division provides information to the Council of State Governments and to other 


relevant national organizations. 


A bill drafting seminar is held to help prepare representatives from executive 








branch agencies, private associations, and other participants for drafting 






legislation. The purpose of the seminar is to improve the quality of the initia) 
drafts submitted to the Legal Services Division. An updated Bill Drafting 
Manual and Internal Reference List (the "Orange Book") are distributed at the 
seminar. The Orange Book is a listing of each MCA code section number that is 
referred to by another code section. 


Problems 


The nature of the 90-day biennial legislative session results in heavy demands 
on the legal counsel and bill drafting capabilities of the Legal Services 
Division. Bill drafting activities and review of draft legislation submitted to 
the Division by legislators, executive branch agencies, and other entities and 
individuais start prior to the beginning of the session. The heaviest workload 
occurs during the first six weeks of the session. The Division then assists 
legislators with amendments to the introduced bills. Six- to seven-day work 
weeks with considerable overtime are necessary to accomplish the work. Through- 
out the process, the Division's concern is to maintain the quality of its legal | 
service despite time and quantity requirements. At this point, the Division is 
not able to provide optimum support services during the session to the bill 





drafters in the Research and Reference Services Division due to the demands made 
on it by others. 


During the interim, the Legal Services staff efforts are primarily directed 

toward fulfilling their responsibilities to the Code Commissioner. The major 
processes of continuing recodification, creating annotations, and updating are 
relatively new to the experience of Montana. Therefore, the processes are beinc 
carried out concurrently with the development of standardization of the accom 
involved. This creates a lengthening of both the development and review of 
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output. The processes themselves require concentration on detail and are tedious. 
Therefore, the staff of the Legal Services Division must be able to respond 
effectively to two different types of demands - the high pressure, short term 
project tasks involved during the session, and the meticulous, long-range 


project work during the interim. 


A complicating factor during the interim involves occasional misuse of the 
informational resource function of the Division. During the session, the Public 
Information Office, in effect, performs an informational service function for 
the Division. This legislative support system provided through the Legislative 
Council directs only relevant requests for information to the appropriate 
Division. During the interim, the Legal Services staff are interrupted in their 
work for the Code Commissioner by requests which are not always related to their 
Specialized knowledge. In addition, requests for what amounts to basic legal 
research work are received from some executive branch agencies and private 
entities who have legal staff capabilities of their own. Fulfillment of such 
requests does not appear to satisfy the major objectives of the Division. 


An additional problem arises when other State agencies, entities, or associations, 
request excerpts of MCA text and its relevant indexes before the post-session 


update of the MCA text and indexes is completed. Honoring such requests causes 
duplication of staff efforts. 


Staff turnover affects the quality of Legal Services Division output as well as 
the efficiency of the Division. Familiarity with both the processes and the 
Specific knowledge used in the work for the Code Commissioner is critical. 
Knowledge of and experience in the legislative process is important for effec- 
tive functioning during the sessions. There has been a turnover of five out of 
seven staff attorneys in the Legal Services Division since the 1979 legislative 
session. 


The physical housing of the Division also represents a problem. The Division 
Director's office is housed across the hall from the staff attorneys. This 
separation has a negative effect on the Director's availability for consultation 


and supervision. In addition, staff attorneys must share the limited office 
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space available. This affects not only the ease of consultation with legis- 
lators, officials of other agencies and Legislative Council staff, but also the 
work of the other attorney in the office. This problem is particularly relevant 
during sessions when consultation activity intensifies. | 


The Director of the Legal Services Division is reponsible for review of all 

draft legislation prior to its introduction to the legislature. This includes 
all legislation drafted by private associations of individuals, executive brancl 
agencies and other entities, Legislative Researchers, and staff attorneys. The | 
review and correction process is lengthened if drafts generated outside the | 
Legislative Council require substantial revision when they are first submitted | 
to the Legislative Council. 


| 
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LEGISLATIVE SERVICES DIVISION 


Objectives 


The major objective of the Legislative Services Division is to efficiently, 

accurately, and in a timely fashion, produce the text of the bills, journals, 
indexes, and daily status documents resulting from the activities of each bi- 
ennial session of the Legislature and the text of the MCA and its annotations. 


An additional objective is to render support services to the other Divisions of 
the Legislative Council. Legislative Services processes bills and other docu- 
ments for all Divisions of the Council. Additional staff support is given to 
the Executive Director/Code Commissioner for special projects. 


Functions 


The primary function of the Division is to provide efficient and accurate word 
processing and text editing capabilities to the Legislature during its session 


| and to the Code Commissioner during the interim. During the session, ALTER, a 


computerized text editing system, is used for the development of legislation 
from its preparation, through engrossing and enrolling the final bill and its 
amendments. Timeliness requirements for print-ready copy call for turnaround 
time of one day or less, usually from the end of each session day until the 
beginning of the next session day. This Division is responsible for creating 
the data base which will be used to produce Session Laws and the MCA and its 
index. House and Senate Journals, Combined Final Status, the Legislative 
Review, Internal Reference List, Rules and their indexes are also produced from 
tapes whose contents are produced by Division staff. Sections of the MCA and 





corresponding parts of the MCA index are produced for other agencies when requested. 


During the interim, ALTER is used primarily for the continuing recodification of 
sections and preparation of annotations for the MCA. The Division provides word 
processing and text editing functions for any special project requested by the 
Legislature. 


The Division provides daily information to the legislators, the public, and other 


Council staff concerning the activities of the House and the Senate. This 


| 
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information includes a Subject Index and a Sponsor List of legislation. The 

daily status of each bill drafting request and the status of bills in both the 
House and Senate are input to ALTER through a LOCATE program. House and Senate | 
bill statuses are retrieved through CRT terminals in the lobbies of each legis- | 





lative body and the Governor's Office. Hard copy is produced in the Division 











when requested. Numerous other state agencies have expressed a need to have 
immediate access to up-to-date status on bills relevant to their own functions. 






An additional function of the Division is to provide support services for the 
other Divisions of the Council. A major support service is complete proofing of 
the draft legislation from Legal Services and Research and References Services, 
and of the continuing recodification of sections and preparation of annotations 
to MCA, and of any special projects. On-line Search and Information Retrieval | 
System (SIRS) requests are processed for Legal Services and Research and Referen 
Services Divisions to provide them with background information on relevant | 
sections of MCA when drafting legislation or preparing annotations and creating 
indexes. The Internal Reference List (Orange Book) is produced for bill drafter 
by Legislative Services. 


ALTER is used to produce mailing lists of permanent subscribers to whom publi- 
cations will be distributed. Legislative Services staff are also heavily 


involved in packaging and helping distribute the MCA. 


Problems 


The nature of the 90-day biennial legislative session creates a series of prob- 


lems for the Division in performing its functions. The session meets on a six- 








day-a-week basis. In order to meet the timeliness requirement of overnight 
print-ready copy of engrossed bills and 48-hour turnaround for copy of enrolled 
bills, the staff of the Legislative Services Division must work the six-day week 
and considerable overtime. 


In addition, daily status for the activities of both the House and Senate must 
be produced for the next legislative day. Up-to-date indexes must be produced 
for each legislative day. The output demands require constant ALTER function 
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and staff proofing. Overtime inevitably reduces productivity, accuracy, and 
efficiency due to the nature of the work involved. In addition, Division staff 
with specialized knowledge of key Hest do not have adequate backup staff 
assigned. 


The session establishes several deadlines in the process of enacting legis- 
lation. There are several introduction deadlines, an engrossing deadline, a 
transmittal deadline, and an enrolling deadline. Intermediate publication 
deadlines are also established by both the text processing vendor and the con- 
tracted printer of the final legislative documents. 


An additional problem resulting from the nature of the work flow during the 
session is staffing the Division with qualified, experienced proofers, copy 
editors, and terminal operators. The Division cannot provide typical job 
security for those staff members without subsidizing considerable downtime 
during the interim. Furthermore, the Division is not currently competitive with 
the House and Senate in terms of the salaries offered during the session for 
attaches who perform basically the same functions in the House and Senate as 
more experienced Division staff provide in the Council. 


During the interim, the special project of the continuous recodification of the 
sections and preparation of annotations for the MCA absorbs the efforts of the 
Division staff who work closely with staff of the Legal Services Division. Due 


to the nature of the annotation process, and because the procedures for annota- 


19 





tion are being developed as the work is being done, extensive revision is required. 


It is anticipated that the annotations will be in final process at about the 
same time that the pre-session bill drafting activities resume. This will not 
allow Division staff a necessary break between interim and session functions. 


An additional problem which occurs following the session is the amount of time 


and expense involved in producing a copy of the entire texts of both the House 

and Senate journals in leather bound journal ledgers for the Office of the 
Secretary of State. An IBM 2741 printer is rented for the printing. Each 
ledger page is manually inserted in the printer for front and back printing. 
Each page number is manually stamped. Two or three journal ledgers are needed 
for each house. Task completion time is typically one and a half months. 


| 
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The physical housing of the Legislative Services Division creates severe restric: 
tions of efficient operation. As many as twelve proofers must work in the same 
room. There is limited space for both terminals and printers, and a shortage of 
space for storage of materials. There is insufficient soundproofing, which 
increases the difficulty of consultation on text processing when print equipment 
1s in operation. 


Automation problems arise from the amount of support required to maintain ALTER 








during the extensive use it receives during the legislative session. There are 
five support systems involved: Mountain Bell, Data Retrieval Corporation of 
America, IBM, the Information Systems Division (ISD), and Computer Services 
Division. If the ALTER system goes down, the communication line, the software, | 
and the hardware must all be checked to determine the cause of the breakdown. 
Because the ALTER vendor - Data Retrieval - does not make its ALTER coding 
available to its customer, the solution to software problems requires communi- 
cation with that firm, which is located in Wisconsin. Orientation to ALTER by 
the vendor appears necessary for Computer Services Division and ISD support 
staff, particularly when the support staff changes. ISD support personnel has 
Changed three times since the spring of 1979. Maintenance and system support 
costs place a financial burden on the Council. 


Limitations of the currently contracted ALTER system also create problems for 
the Division. These limitations especially affect the process of updating the 


MCA following each biennial session. The current ALTER software package does 
not include a capability to automatically identify MCA sections, by chapter 
number, that have been amended by more than one bill during session. The T.0. 








must manually backtrack through the program to retrieve all versions of the 
amended section. 


ALTER does not automatically delete and summarize the deletions of several 

consecutive sections repealed, nor does it update the corresponding chapter's 
contents listing. These processes are manually performed by T.0.s using avail- 
able ALTER programs. 





| 
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Currently, T.0.s cannot merge the updated data base and the SIRS data base to 
create new documents that incorporate old unchanged text with the updated 

material. The update tape and old data base tape must be merged through a batch 
job at CSD and sent to the ALTER vendor, who then creates the updated, "searchable" 
SIRS data base. 


ALTER vendor turnaround time for providing the Council with camera-ready copy, a 
"searchable" data base of the updated version of the MCA, and microfiche suitable 
for Council copyright is not currently acceptable. Because the SIRS data base 

is not updated into usable form until approximately a month after the Council 

has sent the vendor the final MCA update tapes, Division staff cannot retrieve 
updated sections of the code for state agencies who request printouts of relevant 
portions of the code. Until the SIRS data base becomes operational with the 
updated version, batch requests must be submitted to CSD to obtain printouts of 
requested MCA sections. Further, many of the ALTER programs can only be used 
with the SIRS data base. 
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ACCOUNTING SERVICES DIVISION 





Objectives 


The primary objective of Accounting Services is to provide the Legislature and 
the Legislative Council with supportive business services. These support 


services include: 
Provision of payroll. 
Financial transaction and accounting. 
Preparation of budgets. 
Financial analysis and reporting. 


These services are provided during the biennial session and the interim. 


Functions 








Provision of payroll involves documenting accurat2 pay information to the Centra | 
Payroll Division of the State Auditor's Office for the members of the House, the 
Senate, and their support staff during the legislative session, and for the 
Legislative Council throughout the session and the interim. Payrolls are main- | 


their entitlement to elect State employee's benefits. 


Financial transaction and accounting functions are performed by Accounting 
Services for the Legislature and the Council. Appropriate budgetary input is 


provided to the Statewide Budgeting and Accounting System (SBAS). Complete 
maintenance of all SBAS output relating to the accounting functions of the 
Legislative Council, the House, and the Senate is handled within the Division. 


This includes preparing requisitions according tc specifications, recording al], 


tained as three separate entities. The Division also informs legislators of 

| 

| requisitions and purchase orders and paying all bills. It also involves making) 
| payments to legislators according to statutory requirements and preparing trave 
| claims with salary allowances for legislators participating in the pre-session | 
'} caucus and for the legislators serving on interim committees. Deposits are madi 
| of all monies received from the sale of copies of bills during the session, and 


for Session Laws, journals, and the MCA. 
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Preparation of budgets for the House, Senate, and Legislative Council is a func- 
tion of Accounting Services. The proposed appropriation for the Legislature - 

the "feed bill" - is prepared for approval by the Legislative Administration 
Committee before its introduction and is based on analysis of past and anticipated 
expenditures of the Legislature. The budget proposal for the Legislative Council 
is submitted to the Office of Budget and Program Planning (OBPP) for review 

prior to submission to the Legislature. 


Financial analysis and reporting includes preparation of separate financial 
statements for the leaders of the House and Senate, for the members of the 


Legislative Administration Committee, and the Legislative Council. Requests 
from the Legislative Administration Committee for cost analysis and projections 
regarding legislative functions are honored, as are requests from the OBPP. 

Cost analysis by Divison within the Legislative Council is provided on a monthly 
basis and documented to SBAS. 


Problems 


The nature of the 90-day biennial legislative session creates a dramatic in- 
crease in the workload of Accounting Services. The following three basic func- 
tions of the Division are affected: 


The payroll increases from one to three separate entities as the House 
and Senate payrolls are added to that of the Legislative Council. In 
addition, the staff of the Council increases from its interim number 
of 50 to 118 positions. Because each individual is accounted for 
separately, a cumulative total of 607 employees was paid through the 
Division during the 1979 session. (There were 100 Representatives and 
189 attaches in the House, and 50 Senators and 150 attaches in the 
Senate. ) 


More demands are made for reports based on analysis of the financial 
information contained within Accounting Services. Because the reports 
vary from legislator to legislator depending on the issues involved, 
the requests cannot be anticipated during the interim. Manual analysis 
is time-consuming. 
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Financial transaction and accounting functions increase with the 
addition of the Bill Distribution Center, Print Room, and Public 
Information Office during the biennial session. Billing and paying of 
claims increase. Although legislators' claims are handled promptly by | 
the Accounting Division, down time in SBAS can create additional 
problems for Accounting Services. 


Affecting Accounting Services’ response to the increase in the workload is the | 
problem of bringing temporary Division employees to full productiveness as soon 
as possible. Due to the diversity of functions performed by the Division, each 
employee must be able to fulfill most of the duties required. Typically, this 
effectiveness is not reached until well into the 90-day session. 


There is some delay in receiving bills for services provided to the Council for ) 
the Legislature and other State agencies. This delay has a negative impact on : 
the maintenance of accurate monthly cost accounting. In particular, the billing) 
lag time with the Department of Administration's Publications and Graphics 
Division and the Communications Division results in delayed cost accounting 
through SBAS. 


An additional problem is the current lack of an efficient billing system for the 
use by other legislative offices of the on-line Search and Information Retrieval 
System (SIRS) available within the Legislative Council. Also, there is current] 
a billing problem resulting from batch use of SIRS. The Department of Community| 
Affairs (DCA) has access to SIRS through batch input of search requests to the 
Computer Services Division. However, under the current billing arrangement, all 
computer processing costs for both on-line and batch use of SIRS are billed to 
the Legislative Council, who must then request payment from DCA. DCA must 
collect costs from those agencies who made their requests through DCA before 
Payment is made to Accounting Services. 


If on-line SIRS capabilities are used in the future for other legislative officm 
and/or State agencies, development of a billing system may need to be addressed. 
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PRINT ROOM 
Objectives 


The primary objective of the Print Room is to provide accurate and timely 

printing of legislative documents for each biennial session of the Legislature. 

A secondary objective is to provide printing services for legislators who wish 

to distribute more than twenty copies of information relevant to their legislative 


responsibilities. 


Functions 


The Print Room provides daily processing of legislative documents. The daily 
status, the House and Senate journals, bills throughout their readings, resolutions, 


and amendments are printed on a priority basis for distribution the next session 
day. Through the end of March, both a day and a night shift are required to 
meet the timeliness requirements for printed material. At three times during 
the session legislative deadlines cause dramatic increases in the volume of 
bills that must be printed. The Print Room will operate two shifts, seven days 


a week, to accomplish the workload generated by the introduction, and two trans- 
mittal deadlines. 


Sponsor lists and the subject index are printed approximately every third day. 


received as they can be processed within the priority workload. Prior to the 
beginning of each session, pre-filed bills are printed for distribution the 
first session day. 


The Print Room provides printing of reference tools and summary publications of 
each concluded session's activities. The Internal Reference List, the Bill 
Drafting Manual, the Rules, the Combined Final Status, the Legislative Review 
and various special projects are printed by the Council's Print Room. Special 


Conference committee reports and fiscal notes are printed as soon after they are 
crews are brought back in to the Print Room to handle this workload. 


| 
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The Print Room also provides miscellaneous printing for legislators and the 
Legislature. Memorial programs are printed, as are legislator's letters when 
more than twenty copies are desired. Any information the legislators wish 
printed for distribution in quantity is printed. The Print Room also prints, 
collates, and pads receipt books for the House and Senate. 


Problems 


Equipment deficiencies have caused problems in the operation of the Print Room. 
Publications and Graphics has loaned a collator and both a doublehead and a 

Singlehead printer to the Council each session. The condition of the doublehead | 
printer has not been acceptable. Because the machine was used almost constantly | 









16 to 17 hours a day and up to seven days a week during peak workloads, exces- 
Sive breakdowns caused unacceptable amounts of downtime. Also, additional : 
collator capability is required. Many of the devices used to assemble documenta 
have been made by staff or their relatives due to past budget limitations. 


A related problem arises when the Print Room is requested to print copies of a 
legislator's letter. The Print Room does not have the quality of equipment that 
allows control of ink tone. Therefore, the printed copies of the letter do not. 
have the appearance of originals and dissatisfaction is occasionally expressed 
by begisiatornssiclenicat sstatt. 


5 





Physical housing of the Print Room also creates some problems. When bills, 
resolutions, etc. are printed collated, Stapled and punched for distribution to 

the House and Senate on the next session day, pre-counted stacks are placed on 
tables in the basement hallway outside the Print Room. Without a locked enclosu 
the security of the documents is jeopardized. Shelving and lighting are also 


inadequate. Temperature control and air circulation in the Print Room are 
inadequate. 


Changes in legislative schedules can create problems in the Print Room. If 


sessions are scheduled late in the day, bills and the other daily documents are 
not processed and sent for printing until beyond the regular hours of the day 
shift (7:30 a.m. - 5:00 p.m.). Because the Print Room Supervisor personally 
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processes all documents from the Legislature when they are first received in the 
Print Room, overtime results when the Supervisor continues working into the 
night shift (5:00 p.m. - 1:00 a.m.). 


At the end of each day, Print Room staff verify with the Supervisor that the 
correct printing was performed and that delivery was made. (When the master 
plates have been made and the printing done, the Supervisor verifies that the 
label matches the job and returns the bill to the Director of Legislative Services 
or to the Bill Coordinator of the House or Senate). 
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BILL DISTRIBUTION CENTER 
Objectives 


The major objective of the Bill Distribution Center (BDC) is to act as the 

access point for legislators, state agencies, lobbyists, citizens of Montana, 

and other interested parties for obtaining copies of bills, amendments, reso- 
lutions, indexes, daily status, rules, and journals during each session day. 
The Supervisor, two Mail Clerks, and up to three File Clerks work to keep the BD 
open six days a week throughout the session to provide this service on behalf of 
the Legislature. 


Functions 


Before the session begins, 3DC staff assemble pre-filed bills in numerical order | 
| for each Representative in the House and for each Senator in the Senate. The 
bills are delivered to the chambers in three-ring notebooks for the first sessio 
day. | 


The BDC distributes daily legislative documents in three ways. "Sets" of each 
day's bills, joint resolutions, amendments, rules, journals, indexes, and daily | 


| 
| statuses are gathered together, "pulled", each morning and several times through 
out the day as they are received from the Print Room. For individuals or organ- 
iZations who have purchased a BDC "box" from the Secretary of State and for | 
State agencies who have requested a box (without charge), BDC staff distribute 
as many sets and extra copies of individual documents as are requested. Designa 
individuals may pick up the contents of their organization's box or BDC staff 
will mail the contents daily. In some instances, box contents are both mailed 
and picked up, i.e., a complete set may be mailed to a home office and another 
| set picked up by the agency's representative at the Capitol. Contents of boxes 
designated for the fifty-six County Clerks and Recorders and for the twelve 
| State Libraries located outside Helena are mailed daily. Specific legislative 
documents requested by phone or mail are also mailed daily. 
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The third way in which daily legislative documents are distributed is "over the 
counter" to the public on a cash or charge basis. Material beyond that orig- 
inally requested by holders of paid boxes must be paid for or charged. The BDC 
is open from 7:30 a.m. until 5:30 p.m. each session day and staff sell requested 
material throughout the day. 


The BDC also provides an accurate accounting of monies received and charges made 
from distribution of the legislative material. Calculator tapes are run each 
evening and verified for monies received. Charges are recorded on individual 
account cards. Cash is taken to Accounting Services at least once a week. A 
SBAS Treasury Deposit Ticket is completed each week and submitted to Accounting 
Services with each day's verified tapes. 


Problems 


Staffing the BDC each biennial session presents some problems. BDC staff work 

up to a six-day week at minimum wage. Currently, there is no additional compen- 
sation beyond overtime for staff hired who have experience from a previous 
session or for individuals who perform their functions in an outstanding manner. 
Further, the wage for the Supervisor does not appear commensurate with the amount 
of responsibility involved. These factors, coupled with the pace and physical 
demands of handling the volume of documents processed each day, make it difficult 
for the Supervisor to adequately compensate the staff of the BDC. 


The physical housing and equipment of the BDC creates additional problems. 
Currently, shelving and work space are inadequate for the volume of documents 


processed by the number of staff required. Shelves have been built by relatives 
of staff and have been supplied from the Supervisor's own home. Lighting is 
inadequate, especially among the shelves on which House documents are placed. 
There is no communication line on the BDC phone which connects it with the 
Public Information Office (PIO). 


Communication of information is an additional problem. Currently, the Public 


Information Office (PIO) relays several requests which they have received during 
the day for copies of legislative documents to the BDC in the form of handwritten 
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notes. In addition to the fact that these notes are not always legible, if 
there is a delay in transmitting the information, duplication of mailings may 
result. This is often the case when a call is received by the PIO from an 
individual who may have already requested one document by letter and wants 
additional material sent. 


Staff of the BDC, particularly the Supervisor, have contact with the public thro 
out the day. If requested documents have not yet been received by the BDC, the 
Supervisor frequently must deal with an irate "customer" when unable to provide 
the material. When the Supervisor is unaware of what has caused the delay in th 
availability of the document, it is difficult to provide the customer with 
information as to when the requested material may be expected to be available. 


An additional problem is caused because the Supervisor lacks complete accounting| 


information. At the end of the biennial session, the Supervisor types summary 
invoices for all outstanding accounts. The original is sent to the customer and 
the remaining two copies are filed in the BDC. Without documentation from the 

Council of which accounts are paid during the interim, the Supervisor is not awa 
of which individuals or organizations have paid their accounts. Charge accounts 
are set up each session at the discretion of the Supervisor based on the payment 
history of the requestor. Therefore, accurate and up-to-date payment informatio 
1S required. | 
State agencies may occasionally cause some problems. They may request BDC boxes 
without charge. If an agency has requested a box and complete sets of documents 
at the beginning of the session but does not pick up their materials on a con- 

Sistent basis, BDC storage problems result. Further, because State employment 

is not easily verifiable, BDC staff have no way of knowing if an individual | 
requesting free documents on that basis is actually entitled to that service. 


The timeliness of delivery of legislative material by the U.S. Post Office is a 
problem. Postal rates increase frequently, but delivery of third and fourth | 
class mailings is often delayed and causes difficulties with BDC customers. | 
(First class mailing is done by the BDC on request but the customer pays the 


postage to the Secretary of State. ) 
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PUBLIC INFORMATION OFFICE 
Objectives 
The primary objective of the Public Information Office (PIO) is to act as a 


centralized legislative information and referral resource for the citizens of 
Montana during each biennial session. The Public Information Office and four 
Information Assistants work six days a week throughout the session to provide 
this liaison service on behalf of the Legislature. 


Functions 


The PIO provides the public with a centralized source of information about the 
activities of the Legislature, the legislative process and about aspects of 
state government in general. Two telephone lines and a toll-free number are 
maintained at the PIO desk in the Rotunda of the Capitol Building to respond to 


inquiries. PIO staff provide as up-to-date information as they can secure on: 


Pending legislation by subject matter. 

The daily status of bills in both the House and Senate. 

Schedules of committee hearings, forums, and oversight meetings. 
Committee reports, i.e., committee recommendations to pass or not pass 
legislation before the committee. 

Daily agendas of all House and Senate committees. 

Information as to when bills are to be debated. 


| 

| 

In addition to obtaining daily updates of legislative information and copies of 

all introduced legislation, the PIO supplies general information about the 

| session. Legislator and Council staff assignments, lobbyists list, copies of 

the Rules, Montana Constitution, seating charts for both House and Senate, 
pamphlets about the Legislature, and other relevant material is available either 
for distribution or reference at the desk. 
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Tours of the Capitol Building are scheduled for the public and for students. 
The tour includes an explanation of the art in the Capitol, some history of 
Montana, and an emphasis on a brief description of the legislative process. 
Legislators are notified of when their constituents are scheduled. 


The PIO also performs a referral service for citizens of Montana. A list of 





Montana cities and towns by legislative district is used to notify appropriate 
legislators of their constituents' tour schedule and when responding to citizens 
questions about who their legislative representazives are. Referrals are made 
to the Governor's Citizen's Advocate Office, the Office of the Superintendent of 
Public Instruction, Divisions of the Council, the legislative switchboard 
number (for calls received for Specific legislators), and to relevant state 
agencies. If the citizen has not been able to determine with whom to talk to 
get his problem resolved, PIO staff will attempt to obtain information or 
contacts for that citizen. In all cases, the public relations function of the 
PIO is critical. In some instances, the staff may be the only contact that an 
individual citizen will seek with the Legislature. 


Problems 


The problems experienced by the PIO involve obtaining timely access to relevant 


legislative information, staffing the office, and physical location and equip- 
ment limitations. 


Because many out-of-town citizens rely on the information in the PIO when plann: 
travel to the hearings they wish to attend, it is important that the PIO have | 
access to up-to-date hearings information at all times. Hearings schedules are, 
typically publicized by each house at the beginning of each week. However, 
changes are made and additional hearings are scheduled with as little as three | 
hours advance notice. Updated hearings schedules are entered by staff in each | 
house on a notice board outside chambers. Information Assistants obtain the | 
updated information each morning but must recheck during the day so as not to 
miss revisions and additions to the schedules. 
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Access to committee reports is sometimes difficult. Secretaries of some legis- 
lative committees demonstrate reluctance to make committee voting results 
available to the public. This lack of cooperation impedes the PI0's function of 
liaison between the public and the legislative process. 


Daily bill status information produced through automation by the Legislative 
Services Division is not available before the following session day. Therefore, 
PIO staff create a subject list of legislation which they update daily. Up-to- 
the-minute status on any particular bill is obtained by PIO staff going to each 
house. 


Staffing the PIO is a biennial problem. Information Assistants typically work 
only one biennial session. Therefore, continuity of experience is lost. Further, 
there is no orientation tim2 currently provided for the new staff. The current 
Officer of the P10 has considerable knowledge of the legislative process and the 
activities of the sessions. There is, however, no backup staff available for 

the Officer. This indispensability, coupled with lack of suitable orientation 

of the new Information Assistants, could seriously jeopardize the functioning of 
the PIO should the current Officer not be available. 


ability to obtain updated information on session activities. Tours are pre- 
scheduled, usually during mornings when the houses are not in session, but tour 
requests are honored throughout the day. One Information Assistant usually 
works with the Officer in answering the phones at the desk. However, if tours 
are given while the houses are in session, immediate status of session activi- 
ties is difficult to obtain with the number of PIO Staff available. 


The physical location and equipment of the PIO cause additional problems. The 

PIO desk and phones are located in the Rotunda on the second floor of the Capitol 
Building. The House and Senate chambers are on the third floor, and the Galleries 
are on the fourth floor. Tours are arranged, phones answered, and inquiries 
received at the desk - all of which can cause confusion. To obtain session 
activity information, PIO Staff must go to the third and fourth floors of the 


The tour responsibilities of the Information Assistants sometimes limit their 
i 
Capitol to even be within audible range of the proceedings. Information must 


<i 
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then be brought back downstairs. The Print Room and Bill Distribution Center 
are located in the basement. Administrative staff support services of the 
Council are located on the first floor, which necessitates additional “travel 
time" when typing needs to be done for the PIO, or when printed material is 
needed. 


Two phone lines are inadequate to handle the amourit of calls received. One 
toll-free number also appears to be inadequate to meet the public's need for 
free access to legislative information. 
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ANALYSIS OF CURRENT PROCESS 


This section provides an overview of the processes by which the Legislative 
Council and the Code Commissioner perform legislative support functions. The 
processes frequently involve activities of more than one Division at a time, 
particularly in producing documents and publications resulting from the legis- 
lative process itself. Therefore, the processes are described in the context of 


Council functioning as a whole, except when specifically performed by a single 
Division. 


More detailed descriptions of Council processes are contained in working papers, 
which are available on request. 
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KEMRRACESSES 


There are four major functions performed by the Legislative Council in its 
support of the Legislature and of the Code Commissioner. The other functions 
carried out by Council staff support those key functions. The Council provides: 


Legislative support staff. 

Document and book production, printing and distribution. 
Accounting services. 

Legislative information. 


The processes involved and the products that result are summarized below. 


Legislative Support Staff 


Legislative support staff provide information to legislators and assist them in 
drafting and amending legislation, particularly during each biennial session. 
Support includes provision of relevant research of both a general and specific 
nature, as well as legal counsel during bill drafting and amending. Legislative 
Researchers, the librarian, and staff attorneys assist legislators in this 
process. 


Legislative Researchers are assigned to staff standing and interim study com- 
mittees. Assignments to the interim committees are made on the basis of study 
plan estimates of the amount of staff resources and expense required to accom- 
plish committee objectives within the scheduled time available between biennial 
sessions. The members of the Legislative Council authorize assignments to the 
interim committees based on Research and Reference Services Division recommen- 
dations and budget estimates. 


staff attorneys are assigned to staff standing committees during session and 
completely staff the permanent Administrative Code Committee during the interim. 
They also update and annotate the MCA, draft Code Commissioner bills, and pre- 
pare the "Official Report of the Code Commissioner - (year)" in their support 
role to the Code Commissioner. The Researchers consult with the staff attorneys 
during their bill drafting for their assigned committees. 


2 


, 





Standing committee chairmen approve proposed assignment of both Researchers and | 
staff attorneys to standing committees. These Council staff provide research, 
reports, bill drafts, and support services to those committees. 


Administrative support staff type and duplicate interim committee minutes and 
the reports written by the Researchers and staff attorneys. 


Document and Book Production, Printing and Distribution 


Document and book production and printing includes drafting, text processing, | 
and printing of legislative interim committee reports, the Bill Drafting Manual ,| 


Internal Reference List, bills, daily status and Combined Final Status, the 
Legislative Review, House and Senate Journals, Session Laws, Simple and Joint 
Rules, the MCA, indexes, lists and tables for all the publications, and special | 
projects such as the 1972 Constitutional Convention Proceedings, pamphlets, etc.| 
Legislative Services Division staff, Print Room staff, and administrative suppor 
staff are the most heavily involved in production and printing of the documents 
and books. | 

















Except for commercial printing of the final Journals, Session Laws, and the NCA 
and its index, printing is done by the Council's Print Room. Hot glue binding | 
is done by the Publications and Graphics Division of the Department of Administr 
for the Internal Reference List, Combined Final Status, Legislative Review and 
the Rules. Publications and Graphics also prints and binds legislative committe 
final reports during the interim period before the Print Room begins its pre- 
session operations in early November. 








Legislative committee reports. Legislative Researchers provide the documentatio 
of the work of their assigned committees in the form of the committee's final 


report. This report customarily includes the rationale for the recommended 
solution chosen by the committee. The report also includes the bills and/or 
resolutions that were drafted to implement the committee's recommended solution. 
The Legislative Researchers generate working papers which document the informati 
obtained throughout the committee's functioning. The working papers present the 


facts and policy options considered in regard to the special problem addressed. 
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Council secretaries enter the working papers on the Lexitron VT 1202 and 1303 
text processors as the Legislative Researchers submit them. The Legislative 
Researchers edit all entries when producing the final report. Corrections and 
revisions are made and proofed. If time permits, the Director of Research and 
Reference Services reviews the final report and working papers before the 
Legislative Researchers submit the report for committee review and approval. 


Staff attorneys produce the Administrative Code Committee Biennial Report. This 
report summarizes the activities of the committee in reviewing agency rules to 
ensure conformance with agency statutory authority and the Montana Administrative 
Procedure Act. Included are discussion and tabulation of committee objections 
lodged with agencies and committee recommendations for amendments or additions 

to the Montana Administrative Procedure Act or other statutes. The production 
process for the biennial report is essentially the same as for the final interim 
committee reports. 


Administrative support staff arrange for the printing and covering of the reports 
by the Publications and Graphics Division. 


Bill Drafting Manual. An updated manual to assist Council staff and any other 
bill drafters in preparing legislation for the Montana Legislature is prepared. 
prior to each session and distributed at the Bill Drafting Seminar. Copies may 
be requested from the Executive Director's office at any time. The contents are 
Supplied by the Executive Director and the Director of the Legal Services Division. 
Included are chapters on bill drafting policies, tools, style and language, word 
choice, types of bills, resolutions, amendments, special provisions, clerical 
instructions, etc. The manual's printout is produced through ALTER and an 
administrative support staff member types in headings in fonts not now available 
on ALTER. Publications and Graphics makes masters from the printout, prints, 
collates, and covers the manuals. 


Internal Reference List. This reference tool is a compilation of each MCA code 
section number that is referred to by another code section and a list of all 
code sections that contain a reference to a specific title of the MCA. It is 
invaluable to bill drafters when amending or repealing a section. It is called 
the Orange Book because its cover is traditionally orange. 
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The Orange Book is created through four main processes. First, a batch run is 
made which removes all catch words from the word frequency list for MCA. Next, | 
the resulting list is manually purged of all numbers that are not code section 
numbers, i.e., percents, years, etc. This manual process involves the T.0. 

referring to the printout, retrieving the appropriate document on a CRT termina 
and editing the display to include only desired numbers. The resulting list of | 
numbers then becomes part of the instruction package of the batch query which : 
follows. The batch request is made from CSD. Approximately fifty queries are 
also made on-line to SIRS to list section numbers that refer to a title, i.e., 
Title 8 may be referred to in ten different sections. The batch job and on-line) 
printouts are manually merged and sent to the Print Room for masters to be made. | 
The resulting masters are printed and collated by the Print Room and bound by 
Publications and Graphics. Copies are distributed at the Bill Drafting Seminar | 
and may be requested from the Executive Director's Office at any time. 


Rules. The simple and joint rules adopted or amended by resolution during each | 
session are incorporated into the existing data base in the same manner as bills 
are processed. The printout is modified for Rules format, the copy is reduced, | 
and the Rules are printed by the Print Room and bound by Publications and Graph’* 


Bills. Four processes in regard to bills may be carried out in the Council - 
preparation, printing, engrossing, and enrolling. 


The automated bill preparation process begins when the Director of Legal Service 
approves and submits the staff's bill draft to the Director of Legislative 

services. The Director of Legislative Services notes the priority of the draft. 
records the request in the Bill Drafting Record Book, and assigns the draft to ¢ 
copy editor. The copy editor reviews the format of the draft according to the | 
Bill Drafting Manual. If corrections are required, the bill is returned to the} 
drafter. The Director of Legislative Services assigns the draft to a terminal 
operator (T.0.) who inputs the text through the ALTER system. Proofers review 
the text printout against the original draft and reproof any further corrections 
Three of the text copies are "backed" and one stapled by a clerk and the fifth 











copy is filed in the Legislative Services Division. The Director of Legislative 
services reviews the products, checks that the processes completed have ‘been | 
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recorded and returns the bill to the bill drafter for review. The drafter 
submits the bill to the Director of Legal Services who also reviews the bil] 
before submitting it to the Executive Director. The Executive Director releases 
the bill to the legislator and obtains a receipt. A legislator introduces the 


bill by giving it to a bill clerk in the House or Senate, who affixes a bill 
number and sends the bill to the Legislative Council Print Room. 


The bill printing process involves bill status verification checks as well as 
the actual printing of the bill. The Print Room Supervisor either picks up the 
copy of an amended bill from the Director of Legislative Services or receives an 
unamended bill from the Bill Coordinator in the House or the Senate. The Supervisor 
verifies the status of the amended bill by referring to the history on the back 
of the original bill. If there is a discrepancy between the status and the 
requested printing, the Supervisor and Director of Legislative Services resolve 
the question. The bill copy is then labeled with a slip of paper of the same 
color the bill is to be printed. On the label is noted the bill number, the 
number of pages, and anything un’sual about it, i.e., more than the usual number 
of copies should be printed because the bill covers a controversial issue and 
there will probably be unusual demand for copies. (There is also a committee 
approval label attached to bills which have undergone their second readings. If 
there is a request to print a bill that has not been approved by committee, the 
bill must be labeled as not approved by committee). 


The Supervisor then logs the unamended bill or the amended bill copy into the 
Print Room, again verifying its status against its recorded printing history. 
The Supervisor then hands the bill to the plate maker and verbally informs this 
staff member of the priority the bill is to take. The plate maker logs the bill 
in, creates the master on the plate machine and puts the master on a table in 
its prioritized order. The bill copy is then placed in a basket. 


The doublehead or singlehead printer operator picks up the master from the 
appropriate pile. The printing is completed and the color-coded label is placed 
in a box. The printed material is put on another table with a note attached if 
an unusual number of copies has been printed. 


| 
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The collator picks up the copies and collates them automatically. A Clerk 
empties the collator onto a four-angled table to even the pages to be stapled. 
House and Senate copies are punched to fit three-ring notebooks. The processe 


documents are then delivered to the House and Senate with the remainder going to 


the Council's Bill Distribution Center. The Print Room staff responsible for 
delivering the bills to the houses get signatures from the Bill Distribution 
Center in each house to verify delivery. 


Amendments resulting from action in the second house are received from the Bil 


Coordinator in that house, are logged into the Print Room and labeled. A master 


plate is made and given to the singlehead printer operator. Senate amendments 
are printed on pink paper, House on green. If the amendment is more than one 


page, it is collated, stapled, and its house allotment is punched. The remainder 


are delivered to the Council's Bill Distribution Center. 


The bill engrossing process carried out in the Council is the automated proces 
of incorporating amendments and deletions in the bill. The amended bill is 
submitted to the Director of Legislative Services by a bill clerk in the House 


or Senate. The bill with its amendments is receipted, logged into the Division, | 


d 


| 


| 


S 


and assigned to a T.0. The T.0. strikes over and/or adds text through ALTER and 


proofers proof the sections in which amendments are made as well as the title 
itself. Depending on which reading is being scheduled and in which house, the 
amended bill is printed in the Print Room on color-coded paper to reflect that 
Status. Bills not amended by either house go from introduction to enrolling 

without being engrossed. Bills amended by the second house return to the orig 


inating house for concurrence. If an appointed conference committee agrees that | 
the bill be further amended or that one house will withdraw its requirement for 


further amendment, the bill will either be amended again or enrolled in this 
accepted form. Bills passed by both houses are enrolled. 


The bill enrolling process involves using the enrolling program of the ALTER 
system which drops deletions from the text and retains underlined additions. 
clerk types the history of the bill from the original bill back. The proofers 
proof text from the MCA, the reference bill containing all amendments, the 
original introduced bill, and the history from the history written on the bill 





| 
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back. The corrected copy is assembled and two copies are "backed". The Director 
of Legislative Services reviews, then sumbits it to the Legal Services Director 
who determines whether any further corrections are required. Corrections return 
through the process. The enrolled bill and history are then returned to the 
appropriate bill clerk. 


An optional, unofficial form of the bill may be produced during its readings if 
requested. This form is printed on grey paper and contains the text and all 
amendments that were made through the readings. This form of the bill is also 
used to incorporate proposed complex amendments. All forms of the bill from its 
preparation through enrolling are retained in computer memory for retrieval. 

The enrolled and signed form of the bill is stored separately for retrieval to 
produce Session Laws. 


Following the enrolling process, the bill is submitted to the legislative 
leadership for signing. The Governor has 5 days during a session and 25 days 
from session adjournment during which to sign or veto each bill signed by legis- 
lative leadership. Each bill so signed into law is forwarded to the Office of 
the Secretary of State. There it is assigned a Session Law chapter number and 

a copy is sent to the Legislative Council. 


Daily and Combined Final Status (CFS). The daily status of bill and committee 
activity in the Legislature is recorded during every session day by T.0.'s in 
the House and Senate. The T.0. in Legislative Services uses the LOCATE program 
of the ALTER system to enter and print the daily status. The Print Room prints 
the daily status for distribution the next session day. The day's status is 
proofed and corrected by House and Senate T.0.'s during the following day. 
Corrections appear when the next session day's status is produced in Legislative 
Services. The Council T.0. makes the daily status, and status by sponsor avail- 
able on CRT terminals in the Legislature and the Governor's office. Printouts 
are supplied by a Council T.0. on request. Following final adjournment, the 
Council T.0. makes final corrections to the daily status and sends the copy 
(which includes the final Sponsor List and the final index) to the Print Room 
for printing of the CFS. The printed and collated text is bound by Publications 
and Graphics. A copy of the original printout of the CFS is given to the 


iii 
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Legislative Council Secretary/Receptionist so questions may be answered while 


printing is in progress. 


Legislative Review. This publication includes the Session Law chapter number, 
the bill number, chief sponsor, effective date, date signed by the Governor, a 
summary of each of the bills enacted during the concluded biennial session, and 
indexes. Administrative support staff type the text for printing by the Print 
Room. Binding is done by Publications and Graphics. Staff attorneys prepare 
the bill summaries for review by the Director of Legal Services who then gives 
them to the typist. The typist also prepares a two-column bill to chapter 


through ALTER (see section on Indexes). 

Journals. Both House and Senate Journals are produced daily by Council T.0.'s 
and Senate bills during this process. These indexes cannot be completed until 
all camera-ready copy with page numbers is available from the printer. ) 


The roll call votes in both the House and Senate are recorded on diskettes and 
Printed out in each house. The diskettes and tabulation printout are taken to 


them in ALTER by bill or resolution number for inclusion in the journals. The 
T.0. enters the bill/resolution number and a statement of the action taken and 
then retrieves the roll call information. The House roli call system software 


in the categories designated. 


Council T.0.'s by clerks in each house at the end of each session day or on the | 


number table and both are proofed before printing occurs. Indexes are prepared | 


Clerks of the House and Senate send the records of the day's proceedings to the | 
T.0.'s, who input text to ALTER. (T.0.'s begin creating title indexes for House) 


morning of the next session day. The T.0.'s enter the diskette information into] 
a 3775 Printer in Legislative Services. They then retrieve the votes and res tor] 


does not include a distinction between "absent" and "excused" status of Tegislat 
Therefore, the T.0. must edit excused Status from the absent list, enter that as 
a separate Status and change totals from two into three Categories. eit emis vote 
has not been recorded by the diskette, the entire vote record must be cons tructe 
by the T.0. through use of a task formula in ALTER that will list the legislator 
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The printout of the Journals is proofed, corrections reproofed, and the Print 
Room prints 600 copies for distribution. Approximately every twenty session 
days, the T.0.'s print out the previous twenty days' journal text to be proofed 
by House and Senate staff. Corrections are made and the pan copy checked for 
codes. A tape of the corrected accumulated journals text is requested from the 
Computer Services Division (CSD). The tape is then sent to the ALTER vendor for 
production of camera-ready copy to be proofed by Council staff. The corrected 
camera-ready copy is then sent to the contracted commercial printer of the 


Journals for construction of the final publication. 


Session Laws. This publication includes the text of all bills and resolutions 
enacted by the Legislature and signed into law. It is produced from the data 
base of enrolled bills when copies of bills with chapter numbers assigned are 
received from the Office of the Secretary of State. The format is altered, bill 
numbers changed to chapter numbers, and any text changes are made before tapes 
are requested from CSD. Appropriations and resolutions are retained, but chapter 
numbers are not assigned. Camera-ready copy produced by the ALTER vendor from 
submitted tapes is proofed and forwarded to the commercial printer for printing 
of the Laws of Montana. Binding is done by a contracted vendor. 


Montana Code Annotated (MCA). The MCA is updated following each biennial 
session. The first annotations for the MCA are currently being produced by 
Council Staff. 


Updating the MCA statute text involves incorporating newly enacted or amended 
legislation within the MCA. When a copy of the enrolled bill with its chapter 
number 1s received by the Council from the Office of the Secretary of State, the 
Director of Legal Services assigns a copy of the chapter to a staff attorney. 
The attorney then makes a legal determination as to whether the legislation is 
to be codified in the MCA and into what section it will be incorporated or what 
new section number will be assigned. The attorney also prepares any necessary 
compiler's comments relating to the Session Law chapter being codified. The 
Staff attorney so marks his copy of the chapter and submits it for review by the 
Director of Legal Services. Following his review, the chapter is submitted to 
the Director of Legislative Services for assignment to a T.0. 


C 
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The T.0. manually makes all corrections or changes indicated by the attorney, 
inserts numbers for new MCA sections and using an ALTER program, changes the 
format from that of the enrolled bill to individual sections individually 
stored. (Cutting the data base.) This program will indicate when a change to 
that section has already been made by a previous chapter or code commissioner 
change. The T.0. must then manually do the steps of retrieving the enrolled 
bill, erasing text above and below the composite section, and storing it ina 
data group in such a way that it will be identified as a composite section. 


After all chapters have been updated, the proofers proof the complete update 
against the chapters and the code. The T.0. prints all versions of the compositi 
sections which are forwarded to the Director of the Legal Services for assignmen) 
to a staff attorney. In order to refer to the appropriate reference bill, a 
laborious process of retracing chapters and bills that amended the section is 
then carried out by the attorney. The attorney must refer to the "code index" 
to determine the chapter number involved and then convert the chapter number to — 
bill numbers using a different table. A "master version" of the duplicate 
versions is then selected on which the composite will be formed. Compiler's 
comments are written if necessary. The Director of Legal Services reviews the 
composite and comments before giving them to the Director of Legislative Service 
for assignment to a T.0. The T.0. makes the necessary additions and corrections| 
to the master version and deletes all other versions. Proofers proof these 
composite sections against the master version. 


Using the attorney's original copy of the enrolled bill with its assigned chapte| 
number, its corrections, and additions, the T.0. updates each Chapter Contents 
that has been changed due to an amended bill or the addition or repealing of 
other sections. This step is currently a manual process of retrieving the 
document and updating it entry by entry. The entire update project {consisting 
of updated statutes, new sections, repealer sections, reserved Sections, new and 
corrected title names, chapter and part names and the chapter and title contents 
is printed and proofed against the enrolled bill, the MCA, and the master versio 
of the composities. Corrections are made and reproofed. 


| 
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The tape containing new and updated material is then merged with the existing 
MCA data base with the updates replacing existing text and new material being 
placed in its proper sequence. This tape is then sent to the ALTER vendor who 
produces a “Ssearchable" SIRS data base containing the entire MCA. 


Annotations for the MCA are developed for each title of the Code. There are 
twenty-eight text elements to be considered for inclusion in each code annotation 
by staff attorneys. Annotations existing in the R.C.M. 1947 are revised and 
placed under appropriate MCA chapters, parts, or sections. New annotations are 
prepared in the form of case notes, summaries, and references prepared by Legal 
Services staff from court decisions, Attorney General opinions, Administrative 
Rules of Montana, and other relevant legal sources. In preparing cross-references, 
several tools prepared by Council staff are used (i.e. Internal Reference List, 
SIRS, reverse reference report). Compiler's comments are also prepared. The 
DarecLoy lod Legal Services records the date that the annotations were submitted 
for review. When the approved annotations are given to the Director of Legislative 
Services, the date is noted in the Annotation Record book and the text is as- 
Signed to a copy editor for review of format, punctuation, and grammar. If 
changes are indicated, the staff attorney reviews the copy editor's suggestions, 
makes changes, and records the date the changed text is submitted to the Director 
of Legal Services. The Director, in turn, records, reviews, and returns the 

text to the staff attorney. Any further changes are again reviewed by the 
Director who then forwards the text to the Director of Legislative Services. 

The annotation text is then assigned to a T.0. who fills in any missing dates 

and all available citations to case notes. The text is returned to a copy 

editor who arranges the case notes in reverse chronological order. The T.0. 

then inputs the annotation to the data base. The T.0. requests a printout from 
CSD. The printout is then proofed and the Director of Legislative Services 
forwards it to the originating staff attorney for review of any corrections or 
Changes. Corrections are made by the T.0., reprinted, and proofed in full by a 
separate set of proofers. Any resultant changes are first reviewed with the 
attorney before the final annotation printout is requested from CSD. The print- 
out is reviewed by the Director of Legal Services. 
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Full tapes are periodically requested from CSD to submit to the ALTER vendor for 
production of camera-ready copy. Proofing is done of the camera-ready copy 
received from the ALTER vendor. The camera-ready copy is then sent to the 
contracted commercial printer for production of the code. Binding of annotation) 
is done by an additional contracted vendor. 


Indexes. Legal Services Indexers and Legislative Services T.0.'s produce indexe| 


to all Council legislative publications. Changes to the Joint Rules are indexed] 
During the session, a daily index is maintained which references all bills 
throughout the process from introduction to enactment or rejection. Indexers 
prepare the index from copies of introduced bills according to subject area of 
the MCA and then submit alphabetized entries to the T.0., who inputs to ALTER. | 
Proofing, correcting, and reproofing continue until the index is accurate. The | 
printout is sent to the Print Room to be printed for distribution the next 
session day. 


When the session adjourns, the CFS index is compiled from the daily index. 
Entries and all cross-references are rechecked, and unused categories are 
eliminated. Corrections are made by the T.0., the printouts are proofed until 
correct, and the Print Room prints the index with the entire CFS. An updated 


Sponsor List is also prepared. 


The journal index is created from the CFS by adding the disposition of the 
bills. Enacted bills are given their chapter numbers or the phrase "signed by 
governor" and vetoed bills are given the phrase "vetoed by governor". Bills 
that died in committee or were killed show no action and remain in the index 
with only their bill numbers. An indexer also creates a Miscellaneous Index for 
the Journals from camera-ready copy of the Journals texts. All indexes are 
input, proofed, corrected and reproofed before a tape is requested from CSD. 

Tne ALTER vendor generates camera-ready copy of the indexes which are again 


proofed. Corrected camera-ready index copy is printed by the contracted printer 
within the Journals. | 


The index to the Legislative Review is also formed from the CFS index by changin 
bill numbers to chapter numbers, checking each entry against the reference bill 
and all cross-references, and deleting bills that were not enacted. An effectiv 
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date table and resolutions index are added. The T.0. inputs to ALTER, the 
printout is proofed, corrections made and reproofed before being printed by the 
Print Room. 


Session Laws indexes are created from the Legislative Review Index by adding 
ballot issues, main category cross-references, and Index and Table entries. The 
process for commercial printing is followed. 


MCA indexes are updated following each biennial session. A copy of the MCA 
index is requested from the T.0. who also produces a reverse reference report to 
the present MCA index. Each updated entry created is checked against the refer- 
ence bill and the chapter. New entries, changes in existing section entries, 
deletions, and renumbering are listed separately for input by the T.0. The T.0. 
inputs and prints only the revised portions of the index which then go through 
the correction and proofing process. The tape production and copy proofing 
processes for the total index are carried out prior to commercial printing. 


In order to index titles of the MCA which have not been indexed (twenty at this 
writing), each title is read section-by-section and compared to the Allen Smith 
index, the recodification master prepared by a staff attorney, and indexes in 
the Law Library. Alphabetized index entries are given to the T.0. who inputs to 
ALTER and prints copies of the categories involved. The proofing and other 
processes for commercial printing are then carried out. 


Tne 1.0. creates a reverse reference report through a batch job request to CSD. 
The reverse reference report is an actual printing, in order, of each line of 
the MCA index stored in the current data base by any element selected. Elements 
may be a key word, phrase, section numbers, etc. The reverse reference report 


is invaluable in decreasing the amount of time required to create indexes. 


Special projects. The Council performs special services for the Legislature 
including publishing informational pamphlets on the Council and the Legislature. 
The Council was directed by the Legislature to edit and publish the transcriptions 
of the proceedings of the 1972 Constitutional Convention. Typically, administrative 


support staff provide the resources for carrying out such special projects. 


| 
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Proofing of typed copy is done by Legislative Services staff. Printing or 


duplicating may be done in-house or contracted. 


Distribution of legislative documents and books is done by the Bill Distribution 


Center (BDC) during the session and by administrative support staff throughout 


the biennium. 


The BDC receives each session day's printed bills, resolutions, amendments, 
rules, journals, indexes, and daily statuses from the Print Room. BDC staff 
arrange the material in numerical order by House and by Senate on a large table. 
Staff then collate "sets" of all documents for each house and stack them on 
another table. House and Senate joint resolutions are included in sets, but 
each house's own resoultions are sent only to the Secretary of State and the 
rest are filed and distributed only to those who request them. File Clerks pull 
the requested number of sets and additional copies and put them in each customer 
authorized BDC box. After each daily pull, the remaining copies are filed in 
numerical order in either the House or Senate section of the file area. House 
and Senate resolutions and joint resolutions, journals, rules, and indexes are 
filed in cabinets. Individual copies of all documents are sold to the public 
over the counter throughout each day. 


Sets are mailed daily to box holders who requested that the content be mailed, 
to the fifty-six County Clerks and Recorders, and to the twelve State Libraries. 
outside Helena. Daily statuses and indexes are also mailed to those who do not. 
want complete sets of the documents. Specific materials requested by letter or 
phone are mailed as well. Invoices are typed and sent as final billings at the. 
end of each session for all requested material sent. 


The CFS, Legislative Review, Journals, Session Laws and MCA are distributed fron 
the Executive Director's Office. The mailing list of all subscribers is input | 


to ALTER by Council T.0.'s from order forms. The list is proofed and mailing 

labels are printed by T.0.'s. Address changes and other additions or deletions | 
are made periodically to keep the list current. Publication requests are checke 
against computer printouts to determine whether the order is new, a repeat, or | 
from a permanent subscriber. Labels other than those printed through ALTER from 
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the permanent subscribers list are typed and invoices prepared. (State agencies 
are billed with SBAS No-Warrant Transfers prepared by Accounting Services. ) 
Council staff package the order, insert the packing slip, affix the label and 
stack for mail pickup. Two copies of the invoice are sent as billing to the 
customer, and recording is done in both inventory and account ledgers. 


Administrative support staff perform initial accounting of payment received for 
publications. A Daily Cash Receipts ledger is completed, entry is made in the 
account ledger, and checks are sent to Accounting Services. File copies of the 
invoices are stamped as paid. Delinquent accounts are also handled by this 
staff until the Department of Revenue must become involved. 


Accounting Services 


Accounting services are provided almost entirely by the Accounting Services 
Division. The products provided are payrolls for the House, the Senate, and the 
Legislative Council, budgets and purchasing for the Legislature and the Council, 

and financial reports. The processes involved in each are described in the 
following. ; 

Three payrolls are provided within the biennium. Separate payrolls for the 

House and Senate are maintained during session and any special session. Legislators 
fill out a W-4, Warrant designation and Council Legislator Information form 
distributed at the pre-session caucus. From this information, Accounting Services 
prepares the first SBAS pre-payroll and Payroll Status forms for the fifty 

senators and for the one hundred Representatives. Legislators are paid for each 
8-hour day through 90 session days. Overtime is not compensated. _Legislators 
accrue no leave, although they may elect all other state employee benefits. 

Days worked are certified by the Speaker of the House and the President of the 
Senate. Accounting Services runs calculator tapes to verify rates and gross pay 
due the Legislators and submits the biweekly pre-payroll, with tapes attached, 

to Central Payroll Division of the State Auditor's Office. The Executive Director's 
Administrative Assistant picks up the processed pre-payrol] printout from the 
Auditor's Office. The State Auditor distributes the checks to the legislators' 
individual mailboxes in the Capitol Building. 
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Legislators also receive $40/day for each seven-day week until the session 
adjourns. Weekly payment is made for all legislators through Accounting Service| 
preparation of one SBAS Transfer-Warrant Claim with multiple vendors for each of 
the legislative bodies. The Accounting Division of the Department of Administra 
creates the source deck, the “expense checks" are prepared, and the State Audito 
distributes them. SBAS printouts forwarded to Accounting Services document 
payment of the Transfer-Warrant Claims. 


Attaches of the Legislature submit their biweekly Time and Attendance Reports to 
the Secretary of the Senate or to the Chief Clerk of the House for approval. 
The approved time sheets are forwarded to Accounting Services. Pre-payrolls, 
established from the attaches' W-4 forms, warrant designation forms and Council 
Attache Information forms are prepared following calculation of regular and 
overtime hours worked. Accounting Services attaches the calculation tapes, 
Signs the pre-payroll, and sends the printouts to the Speaker of the House and 
to the President of the Senate for signatures of approval. The pre-payroll is 
then forwarded to Central Payroll with tapes attached. (Payroll Status Forms 
are sent with the first manually prepared pre-payroll and, thereafter, to reflec 
any change.) Central Payroll returns payroll warrants with their printout. The} 
Administrative Assistant picks up and signs for the warrants and printout at the 
State Auditor's Office. Accounting services takes the warrants and a listing to 
the Chief Clerk and Secretary. Attaches must sign the listing when they receive 
their paychecks. The listing is filed in Accounting Services and the attaches' 
Time and Attendance Reports are filed in their personnel folders as well. 


Payroll for full-time Council staff differs from the above only in that council 
staff accrue leave and receive State benefits. The employee completes a biweekl] 
Time and Attendance Report (pink for full-time employees, orange for session 
employees) and a two-part leave slip for any time missed if a full-time employee 
These are submitted for approval to the appropriate Division Director. The 
Executive Director approves leave slips and time sheets of administrative suppor} 
staff and Division Directors. Following the supervisor's signed approval, the 
yellow copy of the leave slip is returned to the employee, scheduled leave is 
noted by the Council secretary/Receptionist, and the original is forwarded to 
Accounting Services. At the end of each pay period, leave Slips are reconciled 
with Time and Attendance Reports for each full-time employee, and the leave 
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slips are attached to the report. Payroll Status Forms are prepared for every 
change in the required information for employees. The previous pre-payroll 
printout from Central Payroll is changed to reflect the current payroll data, 
tapes are run and attached, and the printout signed by the person who prepared 
the update and tapes. The Accounting Services Director reviews and signs the 
printout before forwarding it, with all employees’ Time and Attendance Reports 
and attached leave slips, for review by the Executive Director. After signed 
approval by the Executive Director, the original printout and tapes are forwarded 
to Central Payroll. Accounting Services then updates each employee's Accumulated 
Leave Record from the Time and Attendance Report and the employee's Report is 
filed. The payroll warrants are picked up and signed for by the Administrative 
Assistant at the State Auditor's Office and distributed to Council employees. 


Budgets and purchasing services are provided. Budgets for the biennial Legislature 
and for the Council are produced and accounted through SBAS on a fiscal year 

basis by Accounting Services. Most purchasing is done by administrative support 
staff in the Executive Director's Office, although Accounting Services prepares 

the requisitions for major purchases. 


In consultation with the Executive Director, the Director of Accounting Services 
prepares the figures for use in preparing the appropriation to fund each biennial 
Legislature. Budget amounts are based on review of previous session expenditures 
as documented by SBAS and Accounting Services' records, and projections of 
anticipated expenditures. The "feed bill" is reviewed by the Legislative 
Administration Committee prior to its introduction to the Legislature. The 
approved budget amounts are then set up in SBAS by Accounting Services. 


Monthly accounting documents received from SBAS are checked against Accounting 
Services records. Separate records and documents are maintained for the House 
and Senate. Appropriation balances are carried over fiscal years between biennial 
sessions on SBAS. 


The Legislative Council budget is prepared by the Director of Accounting Services 
following consultation between the executive Director and the other Division 
Directors. Anticipated expenses, staff requirements, equipment needs, and 


| 
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special projects are discussed. When decisions about expenditures are made, the | 


Division Directors meet individually with the Accounting Services Director to 





establish their personal services and operating expense budget amounts. Special | 
projects, interim studies and conferences, standing committees, national asso- 
ciation dues and travel budgets amounts are also established. The Executive 
Director approves the final proposed budget before its submission to the Council | 
membership. Following Council approval, Accounting Services sends the budget to| 
the OBPP for review and justifies budget amounts in response to OBPP questions. | 
The budget then goes to the Legislative Fiscal Analyst for further review. The | 
Appropriations committee of the Legislature and the Legislature adopt a final 
budget appropriation. Accounting services prepares the appropriate SBAS documeni 
to enter the approved appropriation into the system. 





Purchase of items costing less than two hundred dollars and printing requisitions 
| 


i 
| 


are routinely performed by administrative support staff. Agency Purchase 
Orders are completed, are approved by the Executive Director, dates sent and | 
received are recorded, and the purchase orders are then forwarded to Accounting | 
services for recording. When duplicating requisitions are prepared, a designatic 
is added to the Central Duplicating Requisition as to which committee to charge | 
for the copying done. The requisition is forwarded to the Publications and | 
Graphics Division, and record is made of when the requisition was sent and the 
material received. Accounting Services receives the original requistion with an. 
Interagency invoice from the Department of Administration for appropriate | 
accounting and payment. | 


Purchases that require bids and handled by Accounting Services, as are most 
requisitions over $200. The appropriate SBAS forms are prepared and Transfer- 
Warrant Claims or No-Warrant Transfers submitted when the items are received. 


In addition to budget and purchasing services, Accounting prepares all claims 

for payment for the Legislature. This includes travel claims, telephone bills, 
postage, and PERS contributions among others. No-Warrant Transfers and Transferd 
Warrant Claims are prepared according to SBAS specifications. | 


ee 
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Financial reports are generated on a periodic and request basis. Monthly finan- 
cial reports for both legislative bodies are manually prepared from SBAS print- 
outs for distribution to the Speaker of the House, the President of the Senate 
and the Legislative Administration Committee. Budgeted amounts, monthly expended 
amounts, cumulative expenditures, and balances are included in the reports and 
are taken from SBAS Form 662, Reporting Center Financial Report. Fiscal year 
summaries are also provided and a financial report is distributed prior to the 
beginning of each session. 


Cost analysis by Division of the Council is provided on a monthiy basis for 
review by the Executive Director and Division Directors, and is documented to 
SBAS. A financial report is also prepared for each meeting of the Council 
members and at the end of each fiscal year. 


Special financial reports such as the projected cost of a 60-day annual legis- 
lative session compared to the cost of the 90-day biennial session are also 
prepared as requested. 


Legislative Information 


Legislative information is provided by Council staff to legislators, the public, 
to local, state, and federal entities, and to other legislative organizations. 
All staff are involved in some way with this process. There are three general 
areas of information for which Council staff act as a resource: biennial session 


activities, general and legal research and reference, and information about the 
MCA. 


session activities are noted in detail by Council staff in order to provide 
relevant information to people interested in the legislative process. In addition 
to the daily legislative documents produced by the Council, the staff of the 
Executive Director's office answer questions about specific legislative activities 


and a wide variety of questions about State government in general. The staff 
act as a referral source in many cases. 


FN 


. 
The Public Information Office (PIO) is staffed each session to handle the majority 
of inquiries. | 
Two lines for incoming and outgoing calls and one toll-free line are maintained | 
throughout the session to handle inquiries and to arrange scheduled tours of the 
Capitol for the public and for students. PIO staff answer questions about | 
current and scheduled session activities, the status of bills, committee assign- | 
ments, votes on bills, if any bills have been introduced on specific subjects, 
and about the legislative process and State government in general. 


In order to obtain up-to-date information on session activities, PIO staff must 
gather the information through contacts with staff of the House, the Senate, | 
legislative committees, and other Legislative Council staff. 


A card file of introduced legislation by subject is manually created by PIO 
staff from copies of the first page of each introduced bill picked up by 
Information Assistants from the Secretary of the Senate and the Clerk of the 
House. Because many inquiries received by the PIO are specifically related to 
this information, it should be current. 


Posting clerks in each house distribute hearing schedules every week. To obtain 
up-to-date hearing schedules, an Information Assistant goes to each house each 
morning and copies from the notice boards the updated times that hearings will 
be held and in what meeting rooms, and which bills will be discussed. The ) 
Information Assistant then creates a list by House or Senate committee name that | 
includes the time and place of committee meeting, the number of the bill or 
resolution and a short title of the legislation. Another Information Assistant 
proofs the list by checking the notice board again. The list is then taken to a | 
secretary in the Legislative Council for typing. The Print Room prints the 
proofed list and an Information Assistant takes copies from the Print Room to 
each house for distribution. Copies of the list are kept for distribution at 
the desk and another copy is put in each of the reference notebooks maintained 
for the staff answering each of the two phone lines. This list is also used to 
update the committee calendars in the hearings notebook. 
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Information Assistants pick up lists of second and third readings of bills from 
the Secretary of the Senate and the Clerk of the House for distribution at the 
PIO desk and for inclusion in the phone notebooks. Information Assistants may 
check on the status of the readings in the House or Senate during the day if 

a specific request is made for that information. Daily status and subject 
indexes are kept in phone notebooks. 


Committee reports are obtained from the Secretary of the Senate and the Clerk of 
the House. From the committee reports, Information Assistants update the phone 
notebooks in regard to action taken on bills. A copy of the roll call list is 
also obtained. The reports and roll call list are then filed in the PIO files 
set up for each committee. In those cases when committee secretaries do not 
submit their reports, PIO staff request them. If cooperation is lacking, PIO 
staff attempt to obtain the information from other sources, i.e., through 
Legislative Researchers assigned to the particular committee. 


A PIO file is maintained on each bill with copies throughout its readings, 
conference committee reports, and voting from roll ca!l. Resolutions and joint 
resolutions are filed in notebooks. 


The PIO also maintains a file of general information such as committee lists, 
lobbyists lists, copies of the rules, State agencies, phone books, and the 
Constitution. 


Tours are scheduled in advance whenever possible. A tour calendar is maintained 
at the desk. Tours are generally scheduled during the morning hours when the 
houses are not in session. 


Research and references are provided. Both general and specific information 
about issues before the Legislature and their lecal implications are supplied by 
Research and Reference Services and Legal Services staff. All requests for 
research are recorded on a Research Request form by the person receiving the 
request. The date, requestor, type of request received (either in person or by 
letter or telephone), and the question itself are recorded. If the answer or 
reference is immediately available, the person who replied to the request notes 
the information given. 
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The Director of Research and Reference Services reviews the requests and deter- 
mines their relevancy to the expertise of Division staff. Requests that are 
relevant and would take no more than two days to compile are then assigned, with 
any special instructions noted, to a Legislative Researcher or to the reference 


i 
i 
i 
] 
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librarian. Requests that are more appropriately handled by Legal Services staff | 


are referred to that Division Director. Such requests typically relate to bill 
drafting processes, background material on standing committees staffed by Legal 
Services, or legal or constitutional questions. When the question is answered 
or the appropriate references are cited, the staff member of either Division 
completes the Research Request form and returns it to the Director of Research 
and Reference Services. The forms are reviewed to determine who typically 
requests information from the Council, how much administrative support staff 


time is involved, and how the workload is distributed among the research and 
legal staff. 


Requests for research or extensive references that are relevant to Council staff 


expertise, but that would require more than two days to generate, must be author- 
ized by the members of the Legislative Council. Requests of this magnitude are | 
seldom honored outside legislative study committee work. The approval process 
includes providing the Council members with an estimate of the Council staff 

time that would be required to provide the research or references requested. 


Following Council approval, a researcher or attorney conducts the research, or 
the librarian compiles the appropriate citations. 


Administrative support staff type and proof research or reference documents. 


The Director of Research and Reference Services reviews the product before the 
information is forwarded to the requestor. 


Council staff also produce and distribute publications relevant to the Legislaturi 
in general and to specific legislative processes or activities. An Introduction 
to the Legislative Council, Directory of Interim Committees, "The Interim", and 


various pamphlets are produced within several Council Divisions for distribution | 
to relevant agencies and individuals. 
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MCA information is provided. Requests for information relating to recodification 
and annotation processes, legislative history, and legislation in general are 
referred to the Legal Services Division. A request is usually handled by the 
staff attorney with expertise in the particular subject area. The staff of the 
Executive Director's office are provided with the annotation title assignment 
list for this purpose and consult with the Director of Legal Services when in 
doubt as to whom the request should be referred. Requests for information that 
would require more than two days of staff time are not honored without going 
through the process for obtaining approval from Council membership. 


Printouts of code sections of the MCA are requested from the Council by other 
state agencies. An order form is completed and submitted to the Director of 
Legislative Services. The requested code sections are run, the cost computed, 


an invoice prepared and the sections delivered or mailed. 


Legal Services indexers are also called upon to provide excerpted indexes for 
relevant sections of the MCA for other State agencies (e.g., Election Laws for 
the Office of the Secretary of State, School Laws for the Office of Public 
Instruction, Fish and Game Laws for the Department of Fish, Wildlife and Parks, 
Property and Estate Laws for the University of Montana School of Law). Council 


membership approval is not required prior to providing this service to other 
State agencies. | 


To produce the excerpted index, an indexer obtains a list of the sections 

involved and determines what categories to include by referring to a reverse 
reference printout for the MCA index. The indexer gives an alphabetical list of 
the selected categories to the T.0. and requests a printout. Using the ALTER 
system, the T.0. retrieves the requested categories and prints them. The indexer 
edits the format and each category to retain only those entries specifically 
relevant to the excerpt requested. The T.0. makes the required changes, the 
indexer proofs, and reproofs any additional corrections. If the customer has 
requested camera-ready copy, a tape is requested from CSD and the ALTER vendor 
produces the copy. Otherwise, the T.0. produces a final printout for the requestor. 
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C If the excerpted index request is to be honored before the post-session index 
updating is complete, the process must include checking each entry against the 
specific titles in the Code Index to see if the sections involved were repealed 
or amended by legislative action. The indexer then requests the T.0. to make 
changes in the present total MCA index that will be relevant to the MCA index 


update. The remainder of the excerpt process is the same. 
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tives of the project. This overview is intended to provide the basis for 
determining the feasibility of continuing the project into Phase III - Requirements 
Definition. 


A chart depicting the major functions appears on the next page. The pages 
following briefly describe the functions. 


FUNCTIONAL OVERVIEW 
The purpose of this section 1s to present an overview of the functional objec- 
| 
| 
| 
| 
| 
| 
| 
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OVERVIEW 


The functional objectives of the Legislative Council Needs Assessment Project 
are to provide word processing and text editing capabilities and management 
information. 


WORD PROCESSING AND TEXT EDITING CAPABILITIES 


The Council requires the capability to efficiently produce daily legislative 
information, documents, and books which reflect the activities of the Legislature 
and its committees. It must continue to produce recodification of the MCA and 
its annotations. 


The appropriate word processing system must have the capacity to perform eight 
basic functions with as little manual intervention as possible. For the purposes 
of this project, "working storage" refers to all documents being processed, 
“permanent and archive storage" refers to all documents stored for which the 
process has been completed to that point in time, "data base" refers to the laws 
and annotations as they exist for the purpose of modification by current legis- 
lation or by other activities in the field of law. Software must be flexible 
enough to permit access to the data bases, working storage and archive and 
permanent storage. 


Enter 


The system must allow entry of text and automatic processing commands to permanent 
and archive storage from both the Legislative Services Division and both bodies 

of the Legislature. This access must be unrestricted by scheduling constraints 
throughout the biennial session. The system must allow for manipulation of text 
within any document and must allow access to both the data base and permanent 

and archive storage. 


Store 


The system must allow storage in the working data base of entered text documents. 
Storage must include all document versions in the working data base and storage 
of completed text version in the archival data base. 


C 


| 
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Access 


| 
The system must provide on-line retrieval of all documents from both the working | 
and archival storage and multiple data bases. All document versions must be 


retrievable. 


Edit 


The system must allow insertion, deletion, alteration and resequencing of text 
within the documents in working storage. It must provide for changes in format, | 
capitalization, and punctuation through an editing program that will edit text | 
in the archive storage without T.0. intervention at each Site where editing is 
required. 


Print/Display 


The system must provide the capability to print cut any document in the working 
permanent and archive storage, through all its versions if desired. The working > 
storage must be displayed both for text manipulation and for display of daily 
legislative information in several locations. The system must provide the 
appropriate medium for production of camera-ready copy from the completed data 
base. A selection of fonts is desirable. The system should have the capability 
to print stored subscriber information on labels and invoices. 


Reference 


The system must provide the capability to search the data base and print or | 
display all requested elements occuring in it at the level of Specificity desired 
It must also provide the Capability to list all chapter numbers and their refer- 
ence bills which have amended a section of the MCA to facilitate the process of 
creating composite sections in the code. 


Identify Versions 


The system must provide the capability to identify text entries that were, either. 
added, deleted, or amended during the preparation of bills, resolutions, or 
appropriations. 
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Error Detection and Security Controls 


The system must provide the capability to identify entry, coding, and program 
errors. The system must protect the data base by preventing deletion of its 
text from the points of data entry. Access to the data base must be restricted 
to authorized personnel. Archival storage must be protected from deletion at 
certain "read-only" terminal locations. Backup files must be produced for the 
data base and archival storage. 


MANAGEMENT INFORMATION 


The project must provide Council management with a basis for allocating full- 
time and temporary staff resources according to organizational objectives and 
priorities. It must also provide accurate and efficient cost accounting and 
cost projection capabilities for both the Legislature and the Council. 


Allocation of Staff Resources 


Allocation of staff resources is critical to efficient functioning of the Council 
during the biennial session and the interim. Management information should 
include comparison of task completion time estimates with the availability of 
appropriate staff resources. This information should provide projections of 

task completion time based on available resources and also of the resources 
required to accomplish the prioritized tasks within a specified period. Periodic 
status reports on progress toward task completion should be available which 

would also provide data that would improve the efficiency of estimating staff 
resource requirements. 


Cost Accounting and Projection 


Cost accounting and projection for each body of the Legislature and for each 
Division of the Council must be provided to Council management and the appro- 
priate leadership. This information should also serve as documentation and 
justification of budgets to monitoring offices within State government. 
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Cost accounting. Accurate documentation of expenditures by budget category and | 
responsibility center for the House, Senate, and Council should be included in 
the project. Reports should be generated which would analyze the nature of 
expenditures within budget categories by responsibility center in terms of 


expenditures within the current period, cumulative expenditures, and remaining 





balances. These reports should be in a format suitable for distribution to the | 
appropriate management and legislative leadership. Reports should be generated 
monthly and on demand. 


Cost projection. Reports should be generated which would project anticipated 
expenditures by budget category within each responsibility center. The system 





Should include the ability to project costs based on variation of any basic 
element of Council or legislative functioning (i.e., length of work week, frequeni 
or length of session, etc.). 


| 
| 
| 


| 
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PRELIMINARY FEASIBILITY 


The purpose of this section is to define the feasibility of continuing the 
Legislative Council project into Phase III - Requirements Definition. The 
feasibility is defined in terms of the criticality of the operations of the 
organization, budget and time constraints, benefits to be anticipated, and the 
practicality of assessing the current word processing text editing systems and 


| 

developing an additional system to provide management information. Projected 
costs for Phase III are included. 

| 
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BUSINESS CRITICALITY | 


The Legislative Council is responsible for the production of all new legislation 
and the publication and distribution of all effective laws of Montana. Both the | 
quality and timeliness of the documents and books produced by the Council are 
critical to the functioning of the Legislature, the legal profession, govern- 


ment, and citizens of the State of Montana. 


Bills must be accurately prepared for introduction, amendments incorporated, or | 
enrolling performed - usually in a time period of less than a session day. The | 
Legislative Review, which contains summaries of all legislation enacted during 
the last session of the Legislature, must be published and distributed as soon 
after the session concludes as possible. In most cases, this is the first 
reference information available to the public. The Laws of Montana contain the 
texts of the legislation enacted. The MCA incorporates the newly enacted legis- 
lation into the existing laws. Indexes to all publications are provided. 


The Council also produces and distributes the documentation of the activities of 
the Legislature through the Combined Final Status and the Journals of the House 
and Senate. Rules of the Legislature are updated and published for each session. | 
The Internal Reference List and Bill Drafting Manual are produced. Special 
projects necessary to legislative functioning and documentation are carried out. 


Provision of appropriate staff resources is another critical aspect of Council 
functioning in its support of the legislative process. Staff attorneys and 
researchers supply essential expertise to legislators and to legislative com- 
mittees. The quality, quantity, and efficiency of their service is crucial to 
the development of legislation. | 

















Financial accounting and budget preparation for the Legislature and Council is 
another critical aspect of Council functioning. The accounting must be based on 
effective projection techniques. 





RS 


BUDGET CONSTRAINTS 


Continuation of this project into Phase III before the legislative session in 
January, 1981, would depend on Council authorization to commit funds to cover 
the projected cost of Phase III. 


TIME CONSTRAINTS 


Completion of Phase III should occur prior to the 1981 legislative session in 
order to provide the basis for preparing proposed budget allocations for contin- 
uation of the project through Phase IX within the next biennium, should that be 
desired. 


Further, project team members could not feasibly continue Phase III during the 
legislative session or for two months prior to the beginning of the session when 
bill drafting activities begin. Therefore, Phase III, if undertaken, must be 
completed prior to November 1, 1980, or delayed until the next interim. 


ANTICIPATED BENEFITS 

Completion of Phase III - Requirements Definition - by October 31, 1980, would 
allow specific definition of ALTER and LEXITRON word processing/text editing 
capabilities in relation to Council requirements. It would also provide the 
basis for future evaluation of alternate vendors' systems. 


Establishment of cost accounting requirements would allow relevant utilization 
of existing SBAS capabilities not currently being used. Definition of cost 
projection requirements would also identify the appropriateness of existing 


programs Tor providing increased effectiveness in budget preparation and justi- 
fication. 


Definition of staff allocation requirements will provide the basis for deter- 
mining whether an automated or manual resource management system would be indi- 
cated. Either system would provide management with an improved capability of 
allocating available staff according to priorities, and projecting and justi- 
fying staff resource requirements to meet Council objectives. 
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In terms of the next biennium, completion of Phase III before November, 1980, 

would allow practical assessment of the projected costs of project continuation 
through subsequent phases. The determination could then be made as to whether 
or not a specific appropriation would be proposed to continue the project into 


the next biennium. 


PROJECTED COSTS 


Projected cost of Phase III for the Legislative Council Needs Assessment project | 


is $16,000. This represents an estimated 108.5 man-days of ISD staff time. 

This estimate is based on fiscal year 1980 rates for ISD staff services and 
adjustment may be necessary for fiscal year 1981 rates (effective July 1, 1980). 
Phase III will include gathering and documenting informational, functional, and 
other related requirements, evaluation of the current ALTER system, evaluation 
of current and available management information systems, and cost projections. 


The following table is presented for informational purposes to show the projected. 


cost, and man-days involved, if either the word processing/text editing (WP/TE), 
or the management information (MI) functions of the project were continued into 
Phase III instead of the entire project: 


WP/TE MI 


Projected Cost $10,000.00 $6,000.00 
Projected ISD Man-Days bGlD 40 
Projected LC Man-Days 23 13 


| 
i 
| 
} 
| 


The cost projections presented do not represent a commitment from ISD to perform | 


services. Authorization to proceed with the project will depend on customer and 
ISD acceptance of a Service Agreement defining the fee basis (fixed or time and 
materials) and the services to be provided. For additional information about 


the Service Agreement, please refer to the Customer Information Guide, published | 


January, 1980. 
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SUMMARY 


Continuation of the project into Phase III appears feasible and advantageous to 
the Legislative Council. Completion of the Requirements Definition by November 1, 
1980, would provide the basis for assessing the current ALTER system's capability 
to meet the Council's word processing/text editing requirements. It would also 
provide the basis for assessing the capabilities of alternate vendors if that 
becomes desirable. Definition of management information requirements would 
provide the basis for a system to more effectively manage staff resources and 
increase cost accounting, and projection, capabilities. 


ISD recommends proceeding to Phase III - Requirements Definition. 
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PLAN FOR PHASE IT] - REGUIREMENTS DEFINITION 


The purpose of this section is to identify the tasks to be performed during the 
next phase - Requirements Definition - ard to identify the time and resource 
recuirements for completion of the phase. 


Legislative Council prcject must satisfy to prcvid? appropriate management 
information and autcmated word processing/text editing systems. The documen- 
tation for Phase III provides the besis for managenent. decisions regarding 
continuation of the project, as well as the basis for the external design of the 
prcposed system. 


The following pages describe the tasks to be accomalishec in Phase III, identify 
Legislative Courcil and ISD persornel resource requirements for the phase in 
the form of a Gantt Chart, anc provide a Responsibility Matrix identifying 


The purpose of Phase III is to identify the recuir2ments that the propcsed 
the incividual and/or orcanizational involvement in each task in Phase III. 
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TASK SUMMARY 
The tasks to be accomplished in Phase III are defined below. 


TASK 300 - Project Administration and Reporting 


The schedule for Phase III will be revised as necessary. The tasks and costs 
for Phase III will be maintained in the project control system by weekly review 
and update. 


TASK 320 - Review Present System 


The present word processing/text editing and management information systems wil] 
be reviewed. This review will include a review of the documentation produced in 
the Phese II task - Analysis of Current Processes - making revisions as necessary 
as a result of organizational and procedural changes implemented since completion 
of that Phase. It will also include review and documentation of volumes, peck 
periods, and critical schedules. A summary of the capabilities of the present 
ALTER system will be prepared. The project manager and the members of the 
project team will be involved in providing the information necessary to complete 
CilesgtasK, 


TASK 321 - Identify Output Requirements 


The informational needs of the Legislative Council will be identified. These 

needs will be defined generally in terms of the purpose of the information, how 
it is or would be used, general content, and frequency. Identification of these 
needs will be defined and documented. This task will be primarily performed by 


ISD Support, with consultation and review by the project manager and members of 
the project team. 


TASK 322 - Define Functional Requirements 


The major functional requirements for document and book processing and production, 
and for generating management information will be defined and documented. This 


task will be primarily performed by ISD support, with consultation ard review 
performed by the project manager and members of the project team. 


TASK 323 - Identify Input Requirements 


The information necessary to satisfy the output and functional requirements will 
be defined. The definition of these recuirements will include a general descrip- 
tion of purpase, content, volume, and frequency. This task will be primarily 


performed by ISD support with consultation and review by the project manager and 
members of the project team. 


TASK = Identify Interface Requirements 


Information required to interface with other systems will be defined. This will 
include a general description of purpose, content, and input and output require- 


ments. This task will be performed by ISD support with consultation and review 
by the project manager. 
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TASK 325 - Define System Control Requirements 
Basic control requirements to insure security of information will be identified. 
These requirements will include both manual and automated controls. This task 
will be performed by ISD support with consultation and review by the project 
manager and members of the project team. 
TASK 326 - Define Recovery Requirements 
General requirements for the recovery of information to be retained by the | 
automated system will be identified. This task will be performed by ISD support | 
with consultation and review by the project manager and members of the project 
team. ; 
TASK 327 - Identify Hardware/Software Considerations 
The current hardware configuration and facilities availabie through the Computer 
Services Division will be identified as well as hardware considerations for the 
proposed systems. Software requirements and considerations will also be iden- 


tified. This task will be performed by ISD support with consultation and review 
by the project manager and members of the project team. 


TASK 328 - Define Conversion Requirements 


The objectives and scope of conversion will be documented. The various sources 
of existing information and the integrity requirements for the converted infor- 


mation will be identified. Customer personnel will be heavily involved in this 
task. 


TASK 329. - Develop Conceptual Design 


| ma 


A graphic view and narrative presenting a conceptual design will be prepared by 
ISD support. The conceptual design will be based on ISD's recommended solution 
to satisfying the requirements and will present an overview of how the proposed 
management information system would function. 


TASK 330 - Identify Cost Projections 


Projections for organizational expenses, developmental costs, system operational 
costs, tangible and intangible benefits to be derived, and potential risks will 
be defined. The project team will be heavily involved in this task, primarily 


in the identification of current and projected organizational expense under the 
Current system. 


a 


TASK 337* - Evaluation of ALTER System 


The capability of the ALTER system to meet the word processing/text editing 
requirements of the Legislative Council will be evaluated. Evaluation will 
include system maintenance and support capabilities of the current vendor 


| compared to Council requirements. This task will be the responsibility of ISD 
~ Support. 


| 
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TASK 331 - Plan Phase IV 


A detailed plan and estimate for Phase IV - External Design for a management 
information system will be prepared. Time and cost projections for the total 
project, as proposed in the conceptual design, will be prepared. This task will 
be the responsibility of ISD support. In addition, a detailed plan and estimate 
for conducting a special project to assess alternate vendors of word processing/ 
text editing systems will be prepared. This subtask will be performed by both 
the Customer and ISD support. 


TASK 332 - Develop Requirements Definition Report 


The results of the work accomplished in this phase will be organized into a 
Requirements Definition Report. This task will be the responsibility of ISD 
Support. 


TASK 333 - Review With Systems Development Bureau 


The project will be reviewed with the management of the Systems Development 
Bureau within ISD. The primary purpose of this review is to insure time and 
resource estimates are compatible with personnel resources within that Bureau 
and that developmental cost projections are reascnable. 


TASK 334 - Obtain ISD Approval 


ISD management will review the results of Phase III. Necessary corrections or 
changes will be made and ISD management will issue its approval of successful 
completion of the phase. 


TASK 335 - Obtain Customer Approva | 


The Legislative Council will review the results of Phase III. ISD will make any 
recommended changes or corrections and obtain customer approval of successful 
completion of the phase. 


TASK 336 - Obtain DP Coordinator Approval 


The Data Processing Coordinator of the Office of Budget and Program Planning 
will review the approved draft of the Phase III document prior to its submission 
for printing. 


WORK PLAN FOR PHASE ITI 


The Legislative Council will be closely involved in the Phase III tasks. To 
insure that this phase proceeds smoothly, an estimate of the resources required 
has been prepared. The Legislative Council should plan to commit approximately 
36 man-days of effort to this phase. Key personnel from several areas will be 
actively involved in the tasks listed in this section. The success of this 
phase will be directly proportional to the commitment and participation of the 
Legislative Council staff as well as ISD. 
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The Gantt Chart which follows identifies both ISD and Legislative Ccunci] 
involvement in Phase III. Estimates of man-days appear on the right hand side 
of the chart; the top figure represents the ISD resource requirements and the 
bottom figures represent the Legislative Council resource requirements. 





A Responsibility Matrix follows the Gantt Chart. The matrix identifies the 
tasks by number, identifies the individuals and/or organizations involved in the 
completion of each task, and the type of involvement required. 


SUMMARY 


The work plan presented in this section is for informational purposes only. It 
does not represent a commitment from ISD to proceed to Phase III. A service 
agreement will be prepared upon request from the Legislative Council. That 
agreement, upon mutual approval by the management of both organizations, wil] 
constitute authorization to proceed with Phase III. At that time a schedule and 
elapsed time for the phase will be developed based on the availability of 
resources within both organizations. 
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PHASE APPROVAL 


The purpose of this section is to provide a Phase Approval Form to record the 

signatures of Legislative Council and ISD management responsible for the accept- 
ance and the approval of this phase of the project. Upon receipt of the signa- 
tures, the Phase Approval Form will provide assurarce that the Project Definition | 
Report is correct from the Legislative Council and ISD perspectives. 





The management of ISD reviews and approves the report prior to the time that a 
draft of the report is delivered to the customer. Detailed review by the 
customer of the final draft of the report should identify any further correc- 
tions that would be required. Any modifications should be indicated on the 
draft and the draft returned to the ISD Analyst. The modifications requested 
would be analyzed and if consequential, discussed with ISD management. Upon 
completion of the final modification review and approval, the report must again 
be reviewed by the Legislative Council. Upon receipt of written approval from 
the appropriate management, the Project Definition Report will be formally 
published. 








The Phase Approval Form provides an agreement of the correctness of the Project 
Definition Report. It should not be confused with the Service Agreement that 
would need to be requested from ISD to arrange for future ISD services. 
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| DEPARTMENT OF ADMINISTRATION 1.S.D. STANDARD PRACTICES 
INFORMATION SYSTEMS DIVISION PHASES APPROVAL 


Phase mumber (Completed) Phase Tithe Date 
UL PROJECT DEFINITION MARCH, 1980 


System Name 


id, Project Leader Name 
LEGISLATIVE COUNCIL SIB CLACK 


® Signatures below approve all work accomplished for the above system. 



























@ When checked in the lefthand column, (J) signatures are required by 1.S.D./User 
Managers before work can progress to the next phase. 






Signature 
Required 






Manager's Title Signature 


¢ 
NS Oat RZ 
Executive Director, Legislative Council Wha 7). 2 G 


Pa! Director, Legislative Services Division (Gea yes 7 0s ” J 
Administrator, Information Systems Division 4 -§-SO 
O77 TS 


ry Chief, Systems Design Bureau b/ 1 fe tlie o/b 789 









LIBRARY 


ie reer 3 3 
ae 


— 


WHEN ALL SIGNATURES ARE COMPLETED. RETURNTO. 
Name Sib Clack 


" 


Ext 3987 





ontana State Library 


NO ne 





